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Logging in to Teacher Access Center (TAC)
1. Start computer. Log in to computer, if necessary and connect to the Intermet.

2. Connect to the following URL: mgi;ﬁgleschoolglus%.k'l2.ar.us/tac24

3. Teachers will be prompted to enter their username and password. Usernames are provided by the
district.

(v2.4)

eSchoolPLusy

Hsername. . [1234jdoe |

Passwnrd: _,lo!n;n--o- . | .

Logging out of Teacher Access Center (TAC)

In the title bar at the top right side of a Teacher Access Center page, click the Logout link. If the Logout link is
not visible in the title bar of the page, save any changes made, then navigate to the My Home page to click
the Logout link. When the Login window displays, this indicates that the user has been logged out of TAC.

Caution: Browsing away from the Teacher Access Center will not log a user out of TAC. Users will remain
logged in to TAC until they are manually logged out; or, the session has timed out. Additionally, if a session of
eSchool is running in another browser window when a user is logged in to TAC, the user must also close out
of the eSchool session; otherwise, the system will retain the login information and allow access to TAC
without being prompted to tog in.

eSchoolPLus: Teacher Access Center

& v indert, Int i| My Glasnan My Lunch Counts
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The My Home Page

The My Home page allows teachers to access their attendance and gradebook tools, as well as list classes,
any reports that have been created, and news items published by the school district.

Click on wm from any screen in TAC to return to the My Home page.

% View Student List i
& Taka Attandance
% Marning Bulletin

eSchoolPLus:

ASM

Teacher Access Center

Al-School

Musical

% Define Assignments

R Score Assignments

G Enter Interim Progress

4 Enter Report Cards

1 Enter Competancles Primary R

& Enter Inlerventions . Homergom - S i Milk Oy 11"

© Enter Goals Warld el

o Vigwr Shudgnt Test Scora 4EOIWH - 18 oo M1 A0 TLTS L AyallE Fc pf Sces FR AL Comp -

@2 Emall Studests{Guardian: e : R, . .

& Conduct Referrals LO1ZREE - i B HE!M!F!_'LE B s e Comp + News

G Clossoom issues L - R : .

% Clss saue o Enry 45030 - 2 ML AD TARTI  Ust AUAIP Fic Dof Score R BC Comp - '_g;;l;ﬁ,;&‘lliq__'Prugress Repart

Teacher Preferance; e :

uCngmzRZpumn;:s S R R TR B T Do " Plense submit your prograss

© Select Thema R P 5Elg. " pal ‘Em ER - EL -Lamp - .5 Tepurt grades and.caminens by
P e e TR T Co : «+ive end-of thiz day on April 23,

% Set Envirunment T j
45034H - 1 M AB TLT3 A4MP Pic Dol Store PA RG Comp - - o

S e TR RRR IR e e . 6f1]2010 - Tip - Saving
BT T3 bt Allalespr pel Score PR BC Comy’ - Reports

‘When you npen a reporL you can
snve the report to your FC. Then
you can delete the report rom
your Home page.
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My Classes

Listed in the My Classes pane are the courses a teacher is assigned to teach in the Master Schedule, as well
as any activities or homerooms to which they are assigned. The list of courses to display will depend on the
option selected in the View drop down selection field.

View: The list of courses will display one of five options:

¢ Current MP: Courses meeting in the current marking period. My Classes

L) nr il ':".'. 1:_[ 1_-;|m : | mm

Current: i
Attendance
Grading
TS A ctivities
ol

« Attendance: Those courses or homerocoms which take attendance.

o Grading: Those courses which receive grades.

o Activities: Activities for which the teacher is set as an advisor.

e All: All courses will display.

Note: if logging in to Teacher Access Center prior to the start of the current school year, select “All” to see a
listing of all scheduled courses for the current year,

Attendance Date: The available dates to view or take
attendance. The attendance date defaults to the current date.
The dates for which aftendance can be viewed or updated by a
teacher is determined by the district.

Attendance Date:

1174/2009
11/3/2009
11/2{2009
-110/30f2009
10/29/2009

RC Run: Displays the current marking period for report card grades.

IPR Date: Displays the processing date(s) for Interim Progress Reports.
The IPR processing dates will depend on the district’s policies and setup.

05/17/2010

Course Information: The course information displays with associated links far attendance and grade

options.
IPR Date: | 04/21/2010 .

My Classes

o mdple .
7 Clemes o Emae - osee FRORCH
1 aspawH -1 World 233 AB T2, T3  ust AttAlP Pic Def Scare IPR RcY’ Comp Rec

Studies
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The following links will display under the Actions section of the My Classes window:

List Click to view the list of active students in the selected course.

AttAlP Click Att to take attendance. If all students are present, click All P.

Pic Click to take attendance by seating chart.

Def Glick to define gradebock assignments for the selected course.

Scare  Click to enter gradebook scores for the defined assignments for the selected course.
IPR Click to enter Interim Progress Report grades and comments.

BC Click to enter Report Card grades and comments

Bec (Click to enter course recommendations for student requests.

News

News options are building or district-wide messages from the eSchoolPlus System
Administrator that appear on the teachers My Home page.

MNews
4/8/200!
S Wel

3/19/2008 - Staff
Meeting
There will be a staff
meeting today at 313010
the Admin building.
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My Reporis

The My Reports pane displays a teacher's reports. Reports are created as Adobe pdf
files and can be viewed online, saved, or printed.

My Reports

Assignment Ave_raués:l_'&lljﬂ-l M6 D ‘lt'J‘H__I?.l_ S REET . : 5/21!20086 19 PM - :
Aversges 1510B- M§ 5/21/2008 7:40: 15 P ]
Class Boster 12061 . L oo 4;;'5/2@'5_3:25':43191\4 TR O
° To view a report, click the report name,
e To print the report, view the report and then click the printer icon “j
° To save the report, view the report and then click &2l
. To delete a report, select the report(s) and click Delete
e To delete “al!" reports, click i and click Delete.

. Click on = to send a report to a local printer.
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My Messages

My Messages displays messages regarding student schedule changes, dis

returned referrals, homeroom changes and nurse's visits. The display of messages

depends on the building's configuration. Notifications include the date and time, type of

change, name of the student, and a brief description. Messages display until they are
deleted.

Scheduling Messages - A message displays when a student is added to a course, a student's
course scheduling information for a course changes, or & student drops a course.

My Messages

T
i

%

el M=
- Enily-Ledbetter's schedule i your-Sdénce Di{Course:Z112:
SO, o L ST

3-afz.d.faﬁ1z' étHDAﬁD' fag been adds ormu_n:]iﬁ'ed TR O

( Changs Setiinps | Delete

Discipline Messages - A message displays when a disciplinarian returns a discipline issue that a
teacher referred and can also be configured to display a message when a student has been assigned

to certain discipline actions.

My Messages

in &)

§/2072012 209:52PM - DISCCLRET. - Clasargomssue youreferred 06/20/2012 for

tane J_acr_:b"_n'ﬁ‘drnw Ha;'_ﬁegn retumed, :

O.

This message only displays if the teacher is using Classroom Issues/Conduct Referrals and refers

a student to the office but the disciplinarian returns the discipline issue back to the teacher.

618 ,25-12- zDI)SICACIT"E“"‘" ;%ﬁghis??)g hasbeen a.?iqngzq-in_.m.s_muu] 5!.!'SIDE!.15?D.I.1 ﬁ'u_rq Dgf1aqu};.m_pafm{;_u1; (C:?Lzrse: )

Jamol Lang hag been assigned to In-School Suspension from 06/13/2012 1o D6/20/2012. (Course:

5/18f2012 DISCATTHEW 711210-1)

Primary and/or Secondary Homeroom Messages — A message displays when a student is
scheduled into a teachers homeroom.
My Messages

7

Hifitding:
‘6f19f2012

o ’ Ol
[ change Settings | {Dalete |
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Nurse Visit Message — A message displays when a student has been in the nurse’s office during a
scheduled course,

M! MQSSBQES
Teleke)s
BSCh Eie _ : i
‘6/19/2012 - MEDAERT  Enilv Ledbatter antered tha rirse’s office ab 10:30 and JaR 8112100, {Course: 211210-1) . [
( ChangeSettings | [Delet= ]

Message Options:

To view a description of the type of message, move the mouse pointer over the code in the Type field
to display a tooltip.

if a student name displays as a link, click the link to view the Student Summary page for the studant.
To sort messages within a building by date, click the Date column heading link.
To sort messages within a building by message type, click the Type column heading link.

To remove a message from this list, click the Delete checkbox for the message, then click Delete at
the bot_tpm of the My Messages section.

To select or unselect all messages for deletion, click All or None in the Delete column, as
appropriate, then click Delete at the bottomn of the My Messages section.

To select the number of prior days of messages that will display on the My Home page, click Change
Settings at the bottom of the My Messages section. Entering a value of 0 (zero) indicates that ail
messages will display.

To view the My Messages page, click the My Messages heading link. If the settings for this section
have been set to display only a limited number of messages on the My Home page, all available
messages on the My Messages page can be viewed.

My Lunch Counts

My Lunch Counts displays fields for a teacher to enter the total number of students who will be buying a
specific lunch option. The My Lunch Counts pane may not display on the My Home page if the school chose
not to use this aption. Lunch Types are defined by the building.

When entering lunch counts, enter the total value; for example, if the count indicated that & students were
buying Hot Lunch and 1 more student needed to be added to the count, a 6 would need to be entered for Hot
Lunch. Click Save to save changes. S S o L _

HotLunich

ill: Only o ]
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Using Menu Options

The left side of the TAC page contains menu options for all available functions in TAC.

For TAC options that require a course, first click the corresponding link for the menu item in the My Classes
fist to the right of the desired course. Once a course has been selected, choosing another course-related
menu item immediately opens the new aption for the same course.

One of two options will display on the left-hand side of the My Home title bar:

1 aliows teachers to close the menu options and expand TAC to the width of the full window.,

Uil aiiows teachers to open the menu options after expanding TAC to the maximum size of the
window.

Links for a course on the My Classes area:

« View Student List (List): Display a class list. & View Student List
& Take Atendance
e Take Attendance (Att/Pic): Take attendance for the © Morning Bulletin
selected course/homercom. & Define Assignments
@ Scrore Assignments
o Define Assignments {Def): Enter gradebook assignments © Enter Interim Progress
for the seiected course. & Enter Report-Cards
& Enter Competencles
e Score Assignments (Score): Enter gradebook scores for © Enter Course Recommendations
the course assignments that have already been created. © Enter Interventions
& Enter Goals
« Enter Interim Progress (IPR): Display the interim & View Student Test Scores
Progress Report screen for the selected course. & Emall Students/Guardians
¢ Conduct Referrals
» Enter Report Cards {RC): Display the Report Card Entry & Classroom Issues
screen for the selected course. & Class Issue Mass Entry
£ Teacher Preferences
« Enter Course Recommendations (Rec): Display the % Cognos Reporting
Course Recommendations screen for students in the @ select Theme

selected course,

=
&

Set Enviranment

12 of 77
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Teachers do not have to select a course for the foliowing menu items:

Morning Bulletin: To view a list of students reported absent that day in a teacher’s classes or building.
Email Students/Guardians: Send an email to students and/or guardians.
Conduct Referrais: To refer one or more students to an administrator, usually for disciplinary issues.

Classroom Issues/Class issue Mass Entry: To track any information about students in a teacher's
classroom.

Teacher Preferences: Modify the teacher's preferences.
Select Theme: Change the color or design of the TAC screen.

Set Environment: Return to the login page.

13 of 77
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Viewing Course Rosters and Student Summary Information

The Course Roster page displays the list of students enrolled in a course or hemeroom assigned to the
teacher. General course or homeroom information displays at the top of the Course Roster. The course code,
description, building, and meeting information display on this page. Within this section of the window,
teachers can specify additional information to display on the roster.

The Students section lists general information for the students who are (or who were) enrolled in the class,
such as the student's name, 1D, grade, gender, homeroom and birth date. If a teacher has selected fo display
withdrawn students (students who were enrolled in the class at any time during this year, even if they are no
longer actively enrolled in the class), the student information for withdrawn students displays in red text.

Viewing a Course Roster

1. On the My Home page, click List to view the Course Roster for the selected course. The Course
Roster will display listing all active students in the course.

(" #y Classes | {Report ] [ Seating Chart |} [ Show Options ]

Bentiey, Jackde by - ' 2fz3j1992

Casper, Jorathan Lewis o Male 10/4/1591
Egstman; Phillp Robert & 101222 10 . Male . 9/131991
Jones, Riley Sleyen & 103507 10 Malz 2f12/1992
- McGniffy, Jessics Rosemary ah - 102213 10 Femsle - 9/7/1991
Simpsen, John Bernard & 103121 10 Male 3f29/1992
gmith K€ .0 - 109020 1 Femsle - - 12/1/1996

[ My Classes ] [Eepartj ﬁeaﬁng Chart ] [ Show Optians J
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Printing a Class Roster

1. From the Course Roster screen, click Report.

2. Click the Printer icon to send the Class Roster to a local printer.

e3choolPlus 2.4 TAC Teacher

Troining High Sehool
Teacher: John Doe
Course: 1510B-1

Description: Chemistry - 52

Class Roster

Bentley, Jackie Lynn 102383

MPs: M4, M5, M6
Cycles: M,T.W.R F
Periods: 1

4/23/2003

10 Female 312311992
10234 A0 ; o nEEgat -
Eastman, Phillip Rabert 101222 51371531
dores Riey Steven 5 : 1035075 1241241997 =
MceGrufly, Jessica Rosemary 102213 8701931
Simpsan, Jofin Bemand - 103127 M | armonger
Smith, Kim E 108020 Female 124111995

Creating a Customized Seating Chart

1. To create a customized seating chart, click the Seating Chart button on the Course Roster screen,

F

Settings

Columins; Rows; El

2. Specify the number of columns and rows for the seating chart. Teachers cannot enter a number of
columns or rows that is less than the highest column number or row number in which a student is
displayed. When another field is selected, the number of columns and/or rows selected will display in

the seating chart.

Seating Chart

05/07/2013
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3. Tomove a student, move the cursor over the student’s name and drag and drop the student to a new
location.

Note: Arkansas is not uploading student photos at this time; however, the Seating Chart may still be
used without student photos.

4. Repeat Step 3 until all students are arranged.
5. To save the seating chart, click on Save.

6. Click Class Roster to return to the course roster.

Changing How Information Displays on the Class Roster

1. To change how information displays on the Class Roster page, click Show Options.

2 |n the Show Withdrawn Students selection box, select how withdrawn students are listed. Select
from the following options:

» None: to not display withdrawn students

» Alphabetically: to display withdrawn students sorted in alphabetical order within the list of active
students

« Grouped: to display withdrawn students grouped at the bottom of the list of students in the class

Options

Show Withdrawn Students: | lone
Additional Columns:

Alphabetically
Grouped

3. In the Additional Columns field, select the columns to display in the roster. Cirl+click on the columns
to include.

Additional Columns:

Home Building
House/Team
Mickname
Allas Name
Courselor

4. if checking Display Grid, blank grid colurnns will display in the Students section of the roster.

8ot 77
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5. If Display Grid was checked, in the Columns To Display field, select the number of columns (1 to
20) to display.

Display Grid:

Columns To Display:

Note: To print the class roster report, teachers may need to change the columns selected if the space used
by the selected columns exceeds the page width of the report.

8. If displaying attendance dates for the grid columns, check Display Attendance Dates,

7. If Display Attendance Dates was checked, enter the first date to print in the Start Date field. The
Start Date will default to the current date if Display Atiendance Dates is selected.

Display Attendance Dates:

Start Date: 6{13/2008 H I

8. A sample of the selected Class Roster format will display on the lower portion of the screen. Notice
the 7 additional columns which have been added with the appropriate attendance dates appearing at
the top of the column headings.

Students
Bertlay, Jadde Ly nnJ}S S 1023 ‘Female - T :.2,';__8[199_2
Casper, Jonathan Lewis d 192348 10 Male 10/4/2991}
Easiman, PhiliyRobert S\ 101232, 0 Mgl . ¢ gju3peaglE U
Jones, Riley Staven 103507 10  Male 2/12{1992}
McGruffy, Jespica Rosemary 3h /A02313° 10  Female' - 9{7,‘1991 5 e
Simpson, Jehn Bernard o 3131 10 Male af2971992:
smith.JmE .7 e 108020, 40 - Female <. izfiiessf - -

9. Click Report to generate a .pdf of the Class Roster.
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Viewing Student Summary Information and Alerts
1. On the My Home page, click List to view the Course Roster for the selected course.

5 The Course Roster will display, listing all active students in the course.

3 |f Alerts have been turned on for the district, teachers may see yellow "alert” symbols nextto a
student's name.

Eastmart, PHID

4. These alerts are tied to information contained in eSchoolPLUS Medical, Special Ed, Personal
Commenits, and Academic screens. The following alerts may be available for viewing by teachers
according to the district policy and the setting of the building Registration Configuration: Medical
Alerts, Disabilities, 504 Plan, Classification (Special Ed), IEP (Special Ed), Personal Comments, At
Risk, Eligibility Status (athletics or activities). They are denoted by the following symbols:

Al Medical

',.f; Special Education
_’Ih Personal Comments
' @ Academic

5. To view details of the alert, click on the appropriate symbol next to the student’s name.

fi? Student has the following Medical Alerts:
l' L ]
o Student has a 504 Plan,

o Student has a Medical Alert of 1002 - Allergy {SULPHA

MEDICATIONS),
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6. To view the Student Summary infermation, click on the student name link.

& ’gPE f'i;i. ID; 55620 Name: Adams, Jennifer Building: Hilman High Schog! Grade: 10

[ IPR.SurnmaryJ[ RC Summary H Test Summary ][ TRN Summary ][Clusel

Registration information

Status: Active

Gender Female Calendar: Reaular Age: 14
Counselor Marshall, Suzanne House/Team: Birthdate: 03/17/1995
Homeroom: 213 Sec. Homeroom: Langwage: English
HRH Teacher: Christepher, Jil Sec. HRIM Teacher;

District Registration Information

Family /Census &: Res. Districk:
Alt. Buitding: Alt. District

AL

“Home: {508)747-2225 ..

Physical Address 42046 Main Street Home: (508)747-2225  jadams@ecleridoe.ki12.0r,us
Creswel, OR 98102

4206 Maln Street - Cell 14.(508)747-2225 . lindasadams@oreqon. edu
‘Creswel, OR G810 Work 1: (S08)448-6977° - -

- Guardla .

1 - tndaAdams

2 Cynthia and Douglas Adams  Emergency Contact 5591 Spring Road Cell 1: {508)282-5725
Coleridge, OR 95202  Cell 2: (508)932-1383

Emergency Information

Physician: ot specified Hospital:  Not spedfied
Insitrance: Not spedfied D Mot spedified
Group: ot specified Subscriber: Mot specified

Schedule Information

orid Histo 1WHAB 141 Campbel, Dawr 7545 AM - Br40.AM
2 Integrated Math ZLab  5647EL-1 139 Schal, Erica 8:40 AM - 940 AM HHS

it Diene )/
giology ' §51085-14 233 Cross, Pat 10:35AM - 11230 AM  HHS

A tunch L0 DIGONC-ECC RJA U Staff o 11:30 AM-12:00PM  HHS
5-B  English 10 2300EM-18 235 PBookman, Liana  12:00 PM- L:I0GPM  HHS
6 IntegratedMath3' - SGSSMA7- 138 - SobolEris- . 1:DDPM- LiSSPM . HHS
7 Academic Lab 1095818 50 Branton, Stacy 1:55PM - 2145PM  HHS

Attendance Information

‘ veng oo

L ? s
HHE 141 -4501WH=~18.  World History 1 70 N1 Tardy Excused 8:30 AM Office
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7. Todisplay the student's schedule for the year, click Schedule Information link.
8. To display a year view of the student's attendance, click Attendance Information link.

8. Todisplay the IPR Summary for the student, click IPR Summary. Teachers can select another IPR
Date to display. After reviewing the IPR information, click Summary o return to the Student
Summary or Close fo close the IPR Summary and Student Summary.

10. To display the Report Card Summary for the student, click RC Summary. Teachers can select
another Report Card Run to display. After reviewing the Report Card information, click Sumtnary o
return to the Student Summary or Close to close Report Card Summary and Student Summary.

11. To display the Transcripts course history summary, click TRN Summary. Teachers can choose to
display courses by term or by year, depending on the grouping options defined for the district.
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Attendance

The following process is for a teacher to take attendance in Teacher Access Center (TAC) for students in
either their homerooms or scheduled courses. If taking homeroom attendance teachers will see an
attendance link next to a line titled “homeroom" and if taking class attendance the attendance link is next to
the course.

Taking Attendance

1. Once logged in to TAC, click on the Att link of the homeroom/course for which to enter attendance.

Example of Homeroom Attendance

My Classes ] e e
View: [ETEER: = v Attendance Date: 3/11/2013 ~  RCRoum: IPR Date:  02/08/2013 ~

" :Prifmary Homeroom 407" List &J :-___,f
Primary Homeraom . )
AMPM - DNfA - ultiple Periods 07 kst A_ﬂ‘f &;'J - - - - - -
PM . ONA _.‘P}fim‘i_lfyHb'm'Era_um:."5&@37_5." ng &,f E'\, PR e , -

Note: When taking Homeroom Attendance, teachers will normally want to select the line that with both
AM.PM in the Period column so that the attendance entered with be entered in both the AM and PM
attendance slots.

Example of Course Attenda

My Classes

IPR Date: | 6/13/2008 ¥ |

*Chemistr M, MAME,
BRI W RE MBS TR

2. After clicking on the Att link, the following screen will display.
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[Save] [ hyCtasses ] { Displayas Phatos | [ AuditReport ]

Attendance Datet | §/35/2010 W

420000 2  BIOLOGY Period: 1

Teachar; Ciimar, Miksz Racmt I[4/A Building: 42 - Your Town High Schesd
liumber of Students: 17

[ Checkalaps || Cisars

: C‘_h.s’l‘;:.'- Kghia ‘ﬁ;nn

Gzroiz, Jemses Austin 11

Géﬂkéj-#nk%nb'_f_éivﬁ '_ ::5_1';; E

Redgsrs Cody Alagndsi . 10 .

Rotzs Mzizshs Ann 14

Scogin, Che_skén Cherlss . 10

al

O

g

Rekinzon, Keless Afion th! ]j
O

O

O

O

nDoooooon

Sirnpszr, Jessicz Leon 15

The Take Attendance screen may vary from the above screen due to differences in districts’ setups
for attendance in TAC. This screen allows teachers to take attendance by placing a check mark in the
box under the appropriate columns:

A = Absent
T = Tardy
P = Present (Do NOT mark students present unless making a correction to a previously saved entry.)

Note: The All P link (beside the Att link) is to be used if all students are present in class.

3. Once attendance has been entered click on the Save button located at either the top or bottom of the
page. A message will display: Save In Progress...Compieted. Then click on the My Classes or
Home button at the top of the page. The focus will return to the My Home page where a green
checkmark + should now display beside the Att link which indicates that attendance was submitted
for that course,

Note: If a student was marked absent by mistake or came into class after attendance was saved the
teacher may go back in to the Att link and click in the P box beside the students name in order to correct
the previously saved entry. Be sure to click Save after the correction is made.

Note: |f attendance has been entered on students from the office, the attendance will display in TAC in
RED under the students name.
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Morning Bulletin

Use the Morning Bulletin page to view atiendance information for students in a specified building for a
specified date, A teacher may view either attendance information for only students who are in their classes, or
attendance information for all students. One line of data will appear for each absence for the student.

1. Once logged in to TAC, click on Morning Bulletin link on the left side of the screen.

Attendance Date: |EVAE sh Bufistin
Show: | All Students :
Building: i 1 - APSCH Elementsry School §
Sort Order: “' me
Build] J'h School
& : 0
_ Grade/Team Order j o
Adkdns, Tan:) - - AP |student Mame/Course Building dv Excuséd . - . 1:16PM . Office
Braun, Sarah 1 10 Unexcused . Teacher
hnlellamT ;;mfj; ,‘ . ' Unexcused TR S 'Tea_t:‘h'_ar
Cumberland, Sam K i0 & Unexcused Teacher
Dean, Rachel Eizzbeth 30 45034 oy 6 Unexused 0 Teacher
Gill, Alex Calin 0 2301EM -1 World Studies English 1 Unexcused Tescher
Harnngtun, Suzannam 1[] 'f.:i..EZ_ﬁfUilE*l‘fZl-‘}-j"str'Ic'E::S'ﬁ'.ldiéﬁ Engligh’ - 10 Unexouseds S C s oo Teacher
Hoffmejster, Alex Paul 10 230EM -1 World Studies English 1 Unexcused Teacher
__J._.HWE_TE‘I‘ 'HQ"E'?IfI'f.'- BRI s I 4503WH =1 AP world Hish:rv if_.; 6 Uhe_xmsed. Sle oot Teacher
Janachelt, Lynn 10 2301En -1 World Studies Engllsh 1 Unexcused Teacher
Lang, Holly M4 - - 10 -4s03WH-1 AP World History - “Unetused- - © 0 o Teadher
Mendoza, Annela V 10 2301EN -1 World Studies English i Field Trip Office
3040FL -1 French 3 3 Field Trip Office
5651MA -4 Geomelry 4 Figld Trip Office
75490PA -2 Fash, Fabric & Const A Field Trip Office
7540PA -2 Fash, Fabric & Const 5 Field Trip Office
1855PE2 -4 Women's Body Sculpting 6 Field Trip Office
6610BS - 17  Biology 7 Field Trip Office
Zhann, Johnia o0 30 4503WH-1APWDrid History © 6 ©Unexeuisedl - 0 i1 Teacher

2. To change the view click on the drop-down box down arrow in the Attendance Date field to change
the date for which to view the Morning Bulletin.

3. At the Show prompt, the teacher may select Only My Students to view just their students or select
All Sfudents to view all.

4. At the Building prompt, select All Buildings, or select the building of the students to include.
At the Sort Order prompt, select from the drop down list to choose how the report should be listed.
6. Click the Refresh Bulletin button. The bulletin will display for the selected day and group of students.
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The Def Link in My Classes: Defining Categories and
Assignments

The Def link on the Home Page opens the setup areas for the Gradebook. The screen will display the
selected course information on the upper portion of the screen. On the lower portion of the screen are five
tabs:
« Categories: Use this tab to select the categories to be used for assignments in this course. The
district defines the categories available to be used in Gradebook, such as homework, quizzes, and
exams.

e Assignments: Use this tab to add the assignments to be scored. Assignments are the specific
assignments that the teacher is grading. Each assignment must be assigned to a category.

o IPR Averages: Use this tab to select the categories of assignments to be used to calculate the
mark(s) to post to the student’s IPR marks for the course.

o Report Card Averages: Use this tab to select the categories of assignments to be used to calculate
the mark(s) to post to the student's RC marks for the course.

o Attachments: Not used in Arkansas.

[ My Classes | [ Scores ]Cnp_y_}

Building: 4553 - Dallenberg High Schoal

Course Information

. Assignments j, IPR Averages |: Report Card Averages . Attachments

Caleulate Average Using Total Points:

pefault Scale: |

f  CW-Classwork - 0" . D‘ef.a_u_lt © Exdude miéslng sCOres 'ﬁbm_ﬁ'ne}a\;"é.ra‘ge.' Edit
FEXAM - Final Exam ] Default  Exclude missing scores from the average,  Edit
J : H\M%Huﬁiewh’r_k_ : -0 o Default : ':Excludg_mi_s_s.ing' scores from the average, Edit
[] L&B-Lab
of - IMEXAM —MldtarmExam o '__-_.§D§fauit_ lExclu‘dejn'ai__s_sin'g scores from the average,  Edit
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Defining Categories

If & Gradebook Category Type Setup has been selected for a course, then those items defined by the
administration become view only items within the teacher's gradebook. If left blank, the teacher will be able to
set up Gradebook categories and marks for themselves.

One category must be associated with each assignment. Categories can be used when calculating overall
Report Cards and IPR averages for the selected course.

There are two methods of calculating averages for a course:

Using Weights and Percentages: Each category is assigned a weight. The student's overall
average will be based upon the relative weights of each category. The weights are also displayed as
a percentage. The weights do not need to add up to 100. Assignments are averaged within each
category before computing the final average. For example, teachers would define the course to use
Weights and Percentages if “Class Participation” is worth 10 percent of the student's report card
grade. To use this option, leave the box “Calculate Average Using Total Points” unchecked.

Using Total Points: When the overall average for a course is calculated using Total Points, the
weight column will not be available for entry. The average posted to the mark slot will be the total
points earned in the course divided by the total possible points for assignments. The Category
designation is therefore informational only. If using this option, teachers cannot override the average
for category tabs because marks are not caiculated using category averages. To use this option,
check the box marked "Calculate Average Using Total Points.”

Regardless of which averaging option selected, teachers can define whether they wish to drop low scores
{and how many) and how to handie missing assignment scores.

. Assl ts o IPRA

% ;; Nepert Cord Averages ;. Attachments |

Calzulate Average Using Totnl Palnts: []

EX[L - Semesler Exam 5,00 & DeFault hbggmy seores count ag aarof0} m the averags, LaE Y R
R Honeirork: TR0 0 Deleblt - Fhlsong s colat s sera(U) i the average, . 4100 % £t

]
7
O] las-Leb

PRQ-Pahmahm‘lG.Oﬂ n‘:_‘ Dg?a_ﬂl : 'l-';'ssi-!gs;n_iﬁ.l_ml.ml.pi‘z:rﬁlﬂ)hﬂlaa-ierﬁz_." - 0ot Elt
QI -Guar . m i3 [l 14 [l-kzs‘m sgores counk as Teral0) in U averags, UI 35003 Dave Cancel
"QZ_'-Q.ui -: '_ g iy ﬂefedr :-; N M’.ungs:we:mmus lj::m_{ﬂ)i.n.!hém-erage. LT B00% gm o
fa}4 -;’.qu e 1 MiME . M::m.g scores tount as zero{D) i the a'.-.erage.. 1000 % EAr
Bl ospecdmuects 00000 Defait  bistgssescantsmuingesesge D60 &
| .TST «Tast 26,93 1 Dafedt bissog scores counlt as 2er0lD) o the average, 20003 T
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Defining Categories

1, From the Define Assignments page, click the Categaries tab to view a list of the categories available.
2. Check the appropriate options below depending on how course averages should be calculated.

s Calculate Average Using Total Points: Select whether {o “Calculate Average Using Total
Points." If checked, the Category Weight fields will not be used when the assignment is defined.
If this box is not checked, averages will be calculated using weights and percentages.

s Calculation: This option is used when the school does not use a Gradebook Scale. This
determines whether averages for categories will be rounded or truncated when posting to Report
Cards and Progress Reports. If the field does not display, averages are rounded.

« Default Scale: When available, specify a default gradebook scale to be used when loading from
Gradebook into Report Cards or Progress Reports, TAC uses this scale to translate the student's
overall percentage average into a valid report cards mark. For example, if "ALPHA” scale is
selected, and the student's Gradebook average is 98.85, the Load from Gradebook option could
translate this to an A+. The system administrators specify the numeric thresholds for each mark.
If no default scale is specified, numeric (percentage) averages wil! be loaded to Report Cards and
Progress Reparts.

Calculate Average Using Total Points: [
Calculztion:
Default Scale:

I
PED § - Special Education
PENY - Spacial Education Pass/Fail

&

3. Click the Edit link on the far right to update the category definitions as follows:

o Include: A "green” checkmark will appear in this field for each category of assignments that have
been defined for the selected course,

» Category: The code and description of the category defined for the district, for example, HWK
for Homewaork.

s Weight: The weight of this category when calculating IPR and Report Cards marks that are
based on category averages. The field will not display if “Calculate Average Using Total Points”
is selected.

« Drop Lowest: Determines whether a certain number of low scores by students are dropped. For
example, If set to 2, the lowest two scores in this category for a student will be excluded from the
calculation. The lowest score is determined as the lowest percentage score; not the lowest
number. For example, if a student got 4 out of 5 on Homework A and 75 out of 100 on
Homework B and the teacher drops only one score, the 75 out of 100 assignment would be
dropped. Scores are not dropped until there is one more score than the number entered at the
Drop Lowest field. The default of 0 means no scores are dropped.

= Marking Periods: Allows teachers to specify the number of scares to drop on a per marking
period basis. Leave Default if not specifying a different setup based on marking period,
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* Exclude Missing: Determines whether missing scores should count as zero or be excluded from
the average. A score is considered missing when no scores have been entered on or after the
due date.

e Percent: The percent is automatically calculated based upon the relative weights of all
categories selected. If four categories are selected, each with a weight of 1, the percent to be
applied to the average calculation would be 25%. This field will not display if “Calculate Using
Total Points is selected.”

4. Click Save on the far right side when done.

-cw - Cleggwork .~ | o | -iviL Mz 12} [ Exclude missing scores from the averags, i lﬂ.ﬁﬁ_%. Save Cantel
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Defining Assignments

The Assignments tab is used to define the individual assignments to be scored in the selected course. Each

assignment must have a due date and a category. Due dates must fall within the start and end date for the
Marking Period selected at the top of the page. When the course is not averaged using Total Points, the
category determines how the assignment score computes in the students’ calculated averages for Report
Cards and Interim Progress marks.

After defining categories and assignments for a course, teachers can copy defined assignments to other

courses they teach.

Bullding: 16 - Hueing 15
ftC Runs 2

Marking Feriod: {M2 8] 105/3772011 - (271672011

Categories I Te. IPR Averages . ReporkCard Averagrs ¢ Attachments

Course Information
| Dsesban Frtmoky St | FaH Beads]ne
- UsHstory Mo Rkia ML M2 M3 ME 3

Egit Al Asmgrmants

S pfEmil T AR g : Nok ExtraTredt 1 . 308, )

/277308 Quir Chanter 10 Guiz Hat Extra Credit 0ee 103 ] £y Dainta

CLE gy S e S - -Chapler-1GTest > 0 000 ‘MetExtraCiedt * 0 mome. onmee .. T it Delple
|EI iﬁ;’-j'!l E—— M[reren, | [notExts credt e | | ofeee ] 0 [0 5ees

Defining Assignments

1. In the Date Assigned field, enter the date the assignment will be assigned to students (optional).
The Date Assigned must be a date within the marking period selected at the top of the page.
2 in the Date Due field, enter the date the assignment is due.
« The Date Due must be within the marking period date range. The Date Due is used to determine
if scores should be included in averages.
s If the Date Due is after the current date, the assignment is not included in the student's current
averages.
« [f the Date Due is after the IPR date, that assignment is not included in the average for that IPR.
e |f the Date Due is before the current date and no score is entered for the student, the assignment
is considered missing.
« On the Category tab, teachers can specify whether averages for categories should exclude a
missing assignment or should use a score of 0 (zero) for a missing assignment.
3. inthe Category field, select the category for this assignment. Only those categories that have been

selected on the Category tab will be available.
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4. |n the Extra Credit field, select whether this entire assignment applies as extra credit towards the
student's average. Teachers can designate possible points for an extra credit assignment, but this
value will not be used for averaging and is informational only.

Three options are available for extra credit assignments:

¢ Add to Total Points: The points earned for this assignment will be added to the numerator
before averaging. Thus if a student had 180 points out of 200 possible points, plus 5 extra credit
points, the average would be 185/200 or a 92.5 percent.

e Add fo Average: The extra points will be added after the average is calculated. Thus if a student
had 180 points out of 200 possible points, plus 5 extra credit points, the average without the extra
credit would be 180/200 or 90 percent. With the 5 extra credit points, the average would be 85
percent.

o Not Extra Credit: The regular calculations apply. Teachers may award exira points for an
assignment that is not an Extra Credit assignment when entering student scores,

Extra Credit Notes:

Do not define a category to store only extra credit assignments if using category weights to calculate
averages. Teachers must have at least one regular assignment included in a category that includes
extra credit assignments.

If an assignment allows a student to earn extra credit in addition to the possible score, sefect Not
Extra Credit. For example, if a 10 point quiz has a 2 point extra credit question, then the assignment
is not an extra credit assignment. When entering student scores, teachers can enter more points
than the possible points for the assignment o indicate that extra credit points were earmed.

Extra credit scares are only included in the student's average if they are not blank.

The possible points are not included in the denominator before averaging for a category or a mark.

Extra credit is never dropped as part of a Drop [owest score.

5. In the Pescription field, enter the description of the assignment.

« This description appears at the top of the Scores page when in the Score column for this
assignment, and displays as a tool tip when hovering the mouse cursor over the heading for the
assignment.

o The description will also display in the Home Access Center if the item is published. Click
More... if the teachers wants to add a detailed description of the assignment. This detail will also
appear in HAC.

6. Information about the Rubrics/Competencies is not used in Arkansas at this time.

7. In the Points field, enter the total possible paints for this assignment. This does not limit the points
that can be entered as a score, so bonus points should not be included here. Because points are
used in the formula for calculating averages, this should not be set to zero.

« |f the assignment is extra credit, points will not be included in possible total points.
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o Category averages are caiculated based on points and weights. For example, if a student gets 7
points out of 10 on assignment 1 and 20 points out of 20 on assignment 2 and neither assignment
is weighted, the student’s average would be calculated as 7 + 20/ 10 + 20 = 27/30 which is 90%.

« To calculate averages based on percentages for assignments, enter possible points and scores
as percentages. Far example, to indicate that a student got 75% for an assignment, teachers
would define the assignment with possible points of 100 and a score of 75.

8. In the Weight field, enter the relative weight of this assignment when calculating the average. When
averages are determined, the weight is mulfiplied against both the score and the total number of

points. The average for a category is calculated as the fsum of (each score X weight)] / [sum of {each
total points X weight)]

9. Check Publish em if this assignment should be fisted in HAC.
10. Check Publish Scores if the score for this assignment shouid display in HAC.

11. Click Save.

Deleting an Assignment

1. Assignments can only be deleted if no scores have been entered against the assignment. Scores
that still exist for students who have dropped the course will also prevent teachers from deleting an

assignment.
2. Click Delete next to the assignment record to delete the assignment.

Copying Categories and Assignments “To” a Course

Teachers can copy assignments from one course to multiple courses at the same time and may copy from
first semester to second semester. To copy assignments from a previous year, see the section after copying
Categories and Assignments From a Course. When the Date Due in the old course is not valid for the new
course, the Copy utility will set the Date Due to be the first day of the marking period in the new course.

1. Click Def link for the course that already has assignments defined. The Define Assignments page
displays.

2. Click Copy button.

|copy ] [ My Classes ] Assessments ]

Building: 330 - Training Hioh School
RCRun: 6

Course Information

15108 1 ';-'(:_hem;s’t'_r;yf.-'-sz' 'ﬁbhrﬁ‘;nue_ =
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3. In Copy Direction field, select To Courses.

Copy Options

Copy Direction: To Courses

Copy Type! l Categorles and Assessments j_-;|

Incude Marking Periods;

Overwrite Categaries: [ | Copy Course Atkachments: [] Copy Assessment Attachments: []

4. Inthe Copy Type field, select the options to copy.
« Categories and Assignments: This option copies all the categories and assignments.
» Categories Only: This option copies only categories, without copying assignments.
5. In the include Marking Periods fields, check the marking period(s} from which to copy information.
6. Check Overwrite Categories if needing to overwrite existing category infermation for the course.
7. Inthe To Courses section, select the course(s) to "copy to" and select the appropriate marking

period(s). Teachers can copy to more than one course at a time. Teachers may copy from first
semester to second semester.

To Courses

0 T MTWRF .
0o :
LG
FEOFR L P ey 1 Pz i omx QmaOm
221 - 2 Scenre Sth 4 MT,WRF HMEooma Hr B ME s EENN S F1 i owa OrsOMa
B CREEN & RS & LRI & TSN ¢ -l 111 IR KT Cptsoens CHAS £ HE

8. Inthe Categories and Assignments section, click to select categories and assignments to copy.
Use the All/None buttons to quickly select all assignments within a category.
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Categeries and Assessments

% Chipter 1 tuéslians

: Chapter 2 quastions

*ChuptérIquestons

| tiy Classes | [ Assasgmentm |

9. Click Copy. A message will display indicating that assignments have been copied.

Copying Categories and Assignments “From” a Course

1. Click Def link for the new course. This course might already have some assignments defined, but the
teacher may wish to copy new assignments from another course. The Define Assignments page
displays.

2. Click the Copy button.

3. In Copy Direction field, select From Course,

4. [nthe Copy Type field, select the options to copy.
« Categories and Assignments: This option copies all the categories and assignments.
» Categories Only: This option copies only categories, without copying assignments.

5. In the Include Marking Periods fields, check the marking period(s) to copy.

Copy Options

Copy Directian: From Coursg

Copy Type: I Categories 2nd Assignmen

Previous School Year: | 2009-2010 School Year v

Include Marking Perlods:

Overwrite Categories: [ Capy Course Attachments: I Copy Assignment Attachments: [J Copy Rubrics: B

From Course

0204 -4 HonWarld Cllkures3, 3 1,2,3,4,5

6. Check Overwrite Categories if overwriting existing category information for the course
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7. Inthe From Courses section of the page, select the radio button for the course from which to copy
categories and assignments.

8. In the Marking Period columns that are available for the course, select the radio button for the
marking period(s) from which to copy information.

8. Inthe Categories and Assignments section of the page, check categories and assignments to copy.
Use the All/None buttons to quickly select all assignments within a category.

Categories and Assessments

9/2008 . M& ' Chapter 3questions

10. Click Copy.

Note: If copying assignments from one marking period to another, the Date Due for the assignments must be
edited.

33 of 77
06/07/2013



eSchoolPlus 2.4 TAC Teacher

Copying Categories and Assignments from Last Year’'s Gradebook

1. On My Home page, select the appropriate report card run for which to define Gradebook information.
2. Click Def link for the course to define. The Define Assignments page displays.
3. Click Copy button.

4. |n Copy Direction field, select From Course.

5. Inthe Copy Type field, select the options to copy.

e Categories and Assignments: to copy all the categories and assignments.

o Categories Only: to copy the categories, without copying assignments. Use this option if the
same assignments are not used for selected courses.

» Course Attachments Only: Not Used in Arkansas.

6. In the Previous School Year field, select the year from which to copy the Gradebook. This option
will only display if assignments are defined in a previous year.

7. In the Include Marking Periods fields, check the marking periods to copy information.
8. To overwrite existing category information for the course, check Overwrite Categories.

8. In the From Courses section of the page, select the radio button for the course from which to copy
categories and assignments.

10. In the Marking Period columns that are available for the course, select the radio button for the
marking period(s) from which to copy information. If the courses meet for the same marking periods,
teachers will most likely select the same marking period as the marking period being copied. But, if a
section of a course meets marking periods 1 and 2 and the teacher wants to copy to a section that
meets marking periods 3 and 4, they might copy from marking period 1 to marking period 3.

11. In the Categories and Assignments section of the page, select the categories and assignments to
copy by entering a check for the ones to copy.

o To copy all categories, click All in the header row at the top of the list of Categories and

Assignments.
« Tocopy acategory and all of its assignments, click All in the header that displays below the row
of the category to copy.
12, Click Copy.

Note: If copying assignments, the Date Due for the assignments must be edited. The Copy sets the Date
Due for ail assignments to the date of the first day of the school year.
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Defining IPR and Report Card Averages

The IPR Averages and Report Card Averages tabs allow teachers to view or change the categories to be
included when loading student marks aon the IPR or Report Card Entry pages.

A cammon example is when teachers want to include Exam marks in the Gradebook at the end of a course,
and then also load those Exam marks into the Report Card. These Exam marks may need to be separated
from the mark that is loaded on the Interim Progress Reports entry page. Teachers must define IPR
Averages if there is a possibility that the Date Due of the Exam assignment is prior to the IPR date.
Otherwise, the Exam assignment scores will be averaged into the IPR mark.

The category definitions which appear on the screen(s) are based upon the default category definitions
previously created for the course. A teacher can choose to:

o Select the categories to be included in the calculation for the IPR or Report Card mark.

e Qverride the definition of a category for the selected marking period.

The Define IPR Averages Tab

The Define IPR Averages tab has two sections. The top portion displays the course information for the
selected course.

[, My Classes ] [.Scnres ] {'Cnpy__]

Building: 330 - Training High Scheol

Course Information

Report Card Averages . Attachments |

The bottom portion of the screen displays the default category definitions included for the course for the Mark
Type of "IPR™.

Mark Type: IPR

4 ‘ASSGN - Assignment’ 1,0 1] E missirig scores from the average. ~ 25.00 %

CLWRK-Classwork  1.00 0 Exclude missing scores from the average.  25.00 %

< EXAM-Exam . 100 0 @ E.xciudewmi‘ssin'g scores from the average, 25,00 %

‘f LAB - Lah 1,00 1 Exclude missing scores from the averape.,  25.00 %
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Overriding the Categories Included on an IPR

1. Select the IPR Averages tab from the Define Assignmentis page.
2. Check the Override box next to the mark type if wanting to:

« Select the categories to include in the average for that mark type
s Change the weights for the categories to be averaged
+ Change the number of scores to drop
« Specify how missing scores should be handied
3. Include: Check to include the category in the average for the selected mark type.
4. Select the category to change and click Edit on the right side. Modify the fields as follows:
» Weight: Enter the relative weight of the category to use when calculating the average for the
mark, If "Calculate Using Total Paints" was selected when creating the category dedinition, the
Weight field will not display.

» Drop Lowest: Enter the number of grades to drop when calculating the average for the mark.

« Exclude Missing: Teachers can select whether they wish to exclude missing scores from the
average calculation — or — missing scores should count as zero in the average calculation.

« Percent: The “Percent" that the category represents in the average for the mark will
autematically display in this field after the record is saved. If "Calculate Using Total Points” was
selected when creating the category definition, the Percent field will not dispiay.

WMark Type: 1PR

5. After each category has been modified, as desired, click Save on the right side.
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Defining Report Card Averages Page

The IPR Averages and Report Card Averages tabs allow teachers to view or change the categories to be
included when loading student marks on the IPR or Repart Card Entry pages.

A common example is when teachers want to include Exam marks in the Gradebook and then also load those
Exam marks into the Report Card. These Exam marks typically need to be separated from the Marking
Period grade that prints on Report Cards. Teachers must define Report Card Averages to ensure that the
Exam assignment scores are not included in the Marking Period grade in Report Cards.

The category definitions which appear on the screen(s} are based upon the default category definitions
previously created for the course. A teacher can choose to;

s Select the categories to be inciuded in the calculation for the IPR or Report Card mark.

o Override the definition of a category for the selected marking period.

Mark Types may be averaged based on Gradebaok scores or based on existing Report Cards marks. The
district controls how the marks are averaged. For example, Marking Period marks are typicaily calculated
based off Gradebook assignments, but a Semester or Final mark is often the average of multiple marking
period and exam marks, and usually includes information from prior marking periods.

If the school calculates Semester or Final marks based off of existing Report Cards marks, the administrator
may restrict ability to override the weights assigned to each marking period or exam mark included in that
calculation.

The Define Report Card Averages page has two sections. The top portion displays the course information
for the selected course.

if necessary, change the Marking Period to reflect the marking period in which the mark types will be issued.
For exampie, to modify categories included in the Final Exam mark, select the last marking pericd for the

course.

[ My Classes ] [ chres] [.Copy]

Building: 4553 - Dallenberg High Schaool
RC Run:
Marking Period:

1,2,3,4,5
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The bottam portion of the screen displays the category or categories included in the average for the selected
mark type. The Mark Types that display will depend on the Marking Period selected and how the district has
defined the marking periods.

Categories :  Assignments | IPR Avernges (BRSSO NETE) Attachments |

0 P - Marking Pericd (||

Marking Period: M2 Mark Type: XM

e SemcslerExammﬂDE o :'Exd_udé_ﬁiiss%iscnr_zs fromthe average, 100.00% [Edt
7 Hwi - Homework
i D Pm'?ﬁrumam“ : : AT
O a-qu
O ;:_'#‘;Sﬁ.ﬂqﬁlE;'O,je;;f_s:'._': T IE LT TR
]  T5T-Test .

1 My Classes ; Sooras i |Cnpv|

Overriding Report Cards Marks That Are Based On Gradebook Scores

1. Select the Report Card Averages tab from the Define Assignments page.

2 Set the Current View to the mark type that needs to be modified, for example, Exam or Marking
Period.

3. Check Override if needing to:
« Select the categories to include in the selected mark type

= Change the weights for the categories to be averaged for the mark for the selected marking
period

« Change the number of scores to drop for the selected marking period
e Specify how missing scores should be handled for the selected marking period
4. Include: Check each category that should be included in the average for the selected mark.
Note: Teachers may need to repeat this step for additional mark types. For example, if updating the Exam

mark to only include the EXM category, teachers probably need to update the 9WK mark to include all
categories except the EXM category. Use the All/None buttons to quickly select or deselect all categories.
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If needing to override the category information that was originally defined on the Categories tab, click
Edit on the right side This would only be necessary if one marking period is calculated differently
from the others. Teachers can modify the fields as follows:

«  Weight: Enter the relative weight of the category to use when calculating the average for the
mark. If "Calculate Using Total Points” was selected when creating the category definition, the
Weight field will not display.

» Drop Lowest: Enter the number of grades to drop when calculating the average for the mark.

« Exclude Missing: Teachers can select whether they wish to exclude missing scores from the
average calculation ~ or — missing scores should count as zero in the average calculation.

o Percent: The "Percent” that the category represents in the average for the mark will
automatically display in this field after the record is saved. This value may be the same as the
value entered in Weight. If "Calculate Using Total Points" was selected when creating the
category definition, the Percent field will not display.

After each category has been madified, as desired, click Save.

._ EXAM —Exam _E:l.Z_] . | |O . I‘-i :;l Ext.:lude.missing scores from iﬁe average.

e . 50.00% Save Cancel

Overriding Report Card Marks that Use an Average Setup

This option may be disabled based on the school's administrative setups.

1.
2.

Select the Report Card Averages tab from the Define Assignments page.

Change the Marking Period, If necessary,

Set the Current View to the mark type that needs to be modified, for example, Semester or Final.
Check Override to change the relative weights of each Report Cards mark included in the calculation
Click the Override link to the right of each mark that needs to be changed.

Change the relative weight of the mark and click the Save link to the right.

Click the Edit or Restore links to change or undo existing override settings for this marking period.

Marking Period: M4 Mark Type: FIN

Mark Type MP - Marking Period M2~ Marking Period 2 Save Cancel

MarkType "MP-Marking'Period ‘M3~ Marking Period3. 1.~ Override

Mérk Type FE* Final BExam .M4 - Marklng .Pe.rléd 4 1 Dverride

Mark Type. ‘MP —Marking Period M4 - Marking Period 4 1 Override
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Scoring Assignments

The Scores page is used to enter scores for the assignments for students. Folder tabs on the top left display
assignments by category. The All tab displays all the assignments for the select marking period. The All tab
may not appear based upon their building configration or the preferences set in Teacher Preferences.
Folder tabs on the top right limit the dispiay to the assignments included in each mark type {IPR and Report
Cards).

Student Score Information

The right side of the page has columns for each assignment for this class, in order by Date Due. The points
possible are included in the heading. The class average for an assignment appears at the bottom of the page.
The format of a score calumn is used to indicate the following:

o Yellow Background: The score isinvalid. Valid scores are numbers between -999.99 and 999,99
or a valid alphabetical score as defined by the administration.

« Pink Background: The score is dropped (excluded) from the average for the tab. This is based on
setups for each Category selected for the course on the Define Categories page.

« Blue Background: The score entered is greater than the possible score for the assignment. This
value may be valid if students can earn extra credit for the assignment.

« Red Text: The student has a score, and a comment has been entered for this assignment for the
student. The comment displays at the botiom of the page when teachers click in the score field.

« Green Background: The student's average can be manually overridden within the Gradebook when

a specific category or mark type is selected. Overrides wouid typically only be performed &t the end
of a grading pericd, immediately prior to loading marks into IPR or Report Cards.

ﬁf Ciasses | {Assignmen!

Show Withdrawn Studznts: | Hane |

Assignment Description: Jolly Classmates ' Show Only Selected Row: [J
DLOCK : CLWRH . HMWK | PART ; WRICT | TEST ;| VOCAB ; WRLE ;. Al I (9/16) ; MID (10/34) . MID (11/11) . EOC ;R

Selacted Mark Type: Term Grade

{00} o.00][x00|]

INCT e S T
10,00 .00 JETT) (R Y I
19’@3 1oe0) 1o.00]]

10.80)[ renalf

HI

54805 /[ 1508 { 10.00]! 1o.0a][ 1800

|_ too][ i

54053 .
54200 1' 15.00 § IU.IJBH !,_ 19.0[]]! Uﬂﬂi;iﬂ[}n” i
0. - 500 [ 1001 F I .

1500 | 10001 Tomll a0l ma0! Tom0l 17l a.c

35334

Comment:
linta: Deducted 5 paints for fering the assignment in late.

fincorract [propped ;" Exceeded [comments | [adjusted =

Teachers can scroll to the right or down the fist of students as needed. To view a single student, click any
score on that student's row, then click the Show Only Selected Row checkbox.
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Gradebook Scores Buttons

The following buttons appear on the Gradebook Scores page for scheduled courses:

ndi :
fy Classes ) [assignments ] Printable) [Student Detai) [Missing Scores] (Aszignment Averages ) (Student Alases | [Default Grade | (Comment] {averages ] (Score Thrasheld

My Classes: Goes to the My Home page.

Assignments: Goes to the Define Assignments page. Teachers can view, modify, or add assignments and
update selected information for categories or averages.

Printable: Displays a printable version of the class list, student assignments, and scores, with options to hide
or display other information. An option to export to an Excel or .csv file is available here.

Student Detail: Generates a detailed report for each student in .pdf format. This report can be run far a
selected student, and can be emailed to students and parents to indicate detailed progress in the course.

Missing Scores: Displays a report of students who have missing scores, grouped by student or assignment.

Assignment Averages: Generates a graph of each student's assignment scores compared to the class
average. This can also be run for a selected student.

Student Aliases: Displays the Student Alias Entry page so teachers can enter alias names and order
numbers for students to be used on reports.

Default Grade: Enters a default score for all students who do not have a score for the selected assignment,

Comment: Displays a pop-up where teachers can select a comment code, if available, and/or enter a free-
text comment for the selected assignment for a student.

Averages: Displays the current average for each student for mark types that are calculated based on
Average Setups when loading marks from Gradebook. For example, teachers could view the current
semester average if the semester mark is calculated as the average of the marking period marks for marking
period 1 and marking period 2.

» If selecting this option in a marking period for which the course does not receive a mark that is
calculated by the Load from Gradebook based on the average of other marks, no average will
display.

e This option is designed to provide the ability to see the average that will be posted for these marks
when clicking Load from Gradebook on the Enter Report Cards page.

Score Threshold: Generates a list of students who have exceeded or fallen below a threshold for an
assignment, category, or mark. Teachers can run this report to compare the student's score or percentage to
a threshold for a selected assignment or to compare the student's percentage average to a threshald for the
tab displayed,
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Entering Gradebook Scores

1. On My Home page, select the report card run to enter scores for. Teachers may also change
marking periods from the Gradebook Scores page.

2. Click Score link for the course. The Gradebook Scores page displays.

3. Inthe Show Withdrawn Students selection box, select how withdrawn students are listed. Select
from the following optfons:

¢ None: to not display withdrawn students

« Alphabetically: to display withdrawn students sorted in alphabetical order within the list of active
students

« Grouped: to display withdrawn students grouped at the bottom of the list of students in the class

Show Withdrawn Students: i
Show Only § h
i: IPR(5/28) ;. IPR(6/1[SENeY

4. |f the score the teacher wants to enter is defined for a category that is not included on the default tab
that is displayed, click on the tab that is wanted to display.

Selected Category: All Marking Period: 08/24/2000 - 12/18/2009

Assignment Description: Vocab Quiz 6
BLOCK : CLWRK | HMWK | PART | PRICT {  TEST ;. VOCAB ; WRIE

5. To enter a score for a student, click in an assignment column and enter a scora. By placing the
mouse on the score field, a pop-up window will appear with the valid score choices. Depending
district's policies, letter scores may be configured. For example, in the sample below an "E” has been
selected to indicate that the student has been excused from this assignment.

6. When teachers click or <Tab> to the next field or click on a button on the page, the change is
automatically saved and the Student Average is adjusted.

e Jfioo |0 |
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Entering a Gradebook Comment for a Student’s Score

1. Click the Score link for the course to enter scores for. The Gradebook Scored ltems page displays.

2. Click on the score for the student to enter a comment for.

3. Click Comment.

Teachers can select from a list of codes defined by the administrator, type their own comment, or
both.,

« If the Comment field displays, teachers can select a pre-defined comment code.

e In the Notes field, enter a free text comment (up to 255 characters),

e The Publish field determines whether the comment is visible to students and guardians in Home
Access Center.

Student 1d: 54200
Student Mame: Harringten, Suzanne i

Comment I 3 -Jumedin |ste i
fiotes: 2 days late el
Publish;

{save ] [ cancel | [ spelicheck j

4, To spell check the text entered, click Spell Check. Use the UitimateSpell opticns to make changes as

needed. When the spell check has completed, click OK to keep the changes and display the Student
Score Comment pop-up window.
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Adding a Note to a Student Associated with the Course

1. If desired, teachers can enter a note for a student. Click the Notes icon next to the student's record to
open the Student Notes Entry page. If Publish is checked, the notes will be viewable in Home

Access Center.

55534 :\ogmmster, Alex Paul =) S - Main

2. Click Save.,

Competency Group In

T

Notes

-12/2/2008 [please review vocabulary at home] . ‘Save Gancel

[opelicheck ]
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Assigning a Default Grade

1. If teachers want to enter the same scare for aif students who do not have a score for the assignment,
click next to any student in that assignment column, and then click Default Grade.

Note: There is no "Undo” or mass clear option. Confirm that the correct assignment has been selected.

2. On the Assign Default Grade pop-up window, enter the score to load.

Default Grade: 85

The default grade wilf only be assigned for students that currently have no score.

3. Click Assign.

Overriding a Student Average

1. Click the appropriate folder tab, typically a mark slot tab for IPR or Report Cards, for the average to
override. If the district does not allow teachers to override Gradebook overages, this option will not
be available. Overrides would typically only be performed at the end of a grading period, immediately
prior to loading marks into IPR or Report Cards.

2. Modify the student average. Adjusted averages will be highlighted in green.

Note: If teachers have selected to calculate the average using Total Paints, they cannot override the average
for categories.
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Viewing a Student’s Report Card or IPR Mark

1. If the district uses Gradebook Scales, seiect the Gradebook Scale that applies for that particular
student.

2. If desired, select the Report Card or IPR Mark Type folder tab from the top right.

3. The projected Report Card or PR mark disptays in the RC Value column based on the selected
Gradebook Scale. If no scale is selected, the numeric value of the mark will display.

N iu'.[’;a’“' 47.00|

4300H 10_00” SU.UUI

46633  PBrown, Brandon Jehn O
67023  Campo,Peula - o O §2.00]| 10.00][ s7.00]

Troubleshooting Student Averages

If the student's average displays unexpected results, check the following.

e If using Categories to calculate the average (not Total Points), does the Category have a weight
defined on the Define Categories page?

o |5 the Due Date for one of the assignments in the future? Scores for future assignments are not
included in the average.

+ s the assignment defined as an Extra Credit assignment?

« If using Categories to calculate the average, is there at least one Regular assignment in the category
with the Extra Credit assignment?

o |s there an override defined for this marking period in any of the categories included in the mark type
on the Report Card Averages tab or the IPR Averages tab?
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Alpha Scores

When a student does not get a score for an assignment and the due date for the assignment has passed, the
assignment is considered to be a missing assignment. When defining the categories to use and specify how
IPR and/or Report Card averages should be calculated, teachers can select whether a missing assignment
should count as if the student got a O (zero) or if the assignment should be excluded from the average.

If there are sifuations where teachers want to be able to indicate that the student does not need to have a
score, they can enter an alpha score for the assignment. The district defines the available alpha scores.
When hovering the mouse cursor over a score, the valid alpha scores display.

The district can define alpha scores to:
e FExclude an assignment from the student's average. For example, the district may define a code of
“EX" to indicate that a score is “excused” or "exempt" for the student and will be exciuded from the

student's average.

e Indicate that the student earned a specific percentage of the possible points. For example, the district
may define an alpha score of “A" to indicate that a student got 100% of the possibie points.

Administrators must tell teachers the numeric equivalent that is defined for each alpha score and whether an
alpha scare is excluded from the average.

130059 * Archer, Joshua - | PE - Mew D,S.U i ol| oi} off Ex|[ o o
130003 Barnes, Malthew Righard PE - Hew 0.5, sl sl sl s|[ s s

PE - Hew 0,5,U T ]| T | |
130130 Burch, Megan O |Pe- #ew 05U : [ 0].] ol s|§ s]| uil U
Q03070 - Curry, Marle deanatte - 0 [PE- New 0,50 195 Wkl | al| o}! oli 5] 5| 5

Notes on Alpha Scores

Be very careful when using alpha scores. In general, teachers should not mix alpha scores and regular
numeric scores for the same assignment.

Use the following numeric equivalents for the alpha scores in the example above:
O = B0% of the possible points for the assignment

S = 60% of the possible points for the assignment

U = 0% of the possible points for the assignment

In the example above, if the student receives an O for a Homework assignment that has 10 possible points, a
score of O is the same as giving the student a numeric scare of 8.

If the student receives an S for a Project assignment with 45 possible points, that is the same as giving the
student a numeric score of 27.

The Gradebook Scale selected for the students in this example has a minimum threshold of 80% or above for
a Report Cards mark of O. Gradebook Scales are defined separately from alpha scores. In this example, the
administrator might need to reconsider what the numeric equivalent of the aipha scores should be.
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Generating Gradebook Reports

Student Detail Report: The Student Detail report lists the assignments by due date.

» For each assignment, the report lists total points, student score, class average, and description,
Additionally, the report prints totals by categories and includes a signature line.

« For class averages, all scores are included, even if the Drop Lowest is set. If a score is blank, the
Exclude Missing Scores option on the Categories page determines whether it counts as zero or is
excluded from the average.

Gradebook Missing Scores: The Gradebook Missing Scores report lists any students with missing scores
for a course. It includes the due date, short description, points, and weight of the missing assignment.

Assignment Averages Report: The Assignment Averages report displays a graphical representation of the
average score or percentage for assignments.

= Teachers can use this report to compare the class averages to a student's averages to see how a
student is progressing in relation to the rest of the class.

= Teachers can graph assignment averages as a bar chart or a line graph. They can also select to
display a 3D version of each graph.

s The graph displays 15 assignments per page. Below the graph, there is a list of the assignments
included, the student's scores (if running for an individual student), and the class average for the
assignment.

Score Threshold Renort: The Score Threshold report allows taachers to find a list of students who are
performing poorly or performing above average based on a specified threshold. The report lists the student
ID, name, and score or percentage for students who meet the threshold criteria select.

= Teachers can choose how to evaluate the threshold. They can select to return students who have a
value that is less than, less than or equal to, greater than, or greater than or equal to a specified
threshold value.

« Teachers can generate a list of students based on an assignment score; assignment percentage; or
category tab percentage.
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Running the Student Detail Report

On My Home page, select the report card run (marking period) for which to run reports.

2. Click Score link for the course. The Gradebook Scores page displays.

Notes: When printing the report for a specific category or mark, click the tab for the category or
mark. Only assignments included in the selected category or mark will be included on the Student
Detail report.

For class averages, all scores are included, even if the "Drop Lowest® is set.

If a score is excluded based on the "Drop Lowest” setting, the score will appear with a line drawn
through it.

If a score is biank, the Exciude Missing Scores option on the Categories page determines whether it
counts as zero or is excluded from the average.

3. When running the report for one student, click on the row for the student and click on the Show Only
Selected Row box to limit the report to display only the student selected to print. Or, leave
unchecked to generate for all students.

4, Click Student Detail.
On the Student Detail Report Options pop-up box, specify the information to include on the report.

o Header Text: text to print in the Header Text field. Leave this field blank if header information is
to be added. The text appears centered at the top of the report.

« Included Categories: select option to print all categories for the selected tab or to select the
categories to print.

« Sections to Display: select the sections to include in the report. Teachers can print the
assignments section only, the student averages section only, or both the assignments and
student averages sections.

« Display Standard Assignments Message: check to include the text "These are your
assignments from [start date of marking period] to [current date, PR date, or end date of marking
period], and the scores you earned for each. If your records differ, please see me privately as
soon as possible.”

« Show Class Averages: check to print the class average for every assignment.

» Display Alpha Marks: check to show the alpha marks for averages. Alpha marks display only if
the building is set up to issue alpha marks for report cards.

« Show Student Notes: check to print the student notes entered with a check in the Publish
checkbox.

« Show Signature Line: check to print a parent signature line at the botiom of the report.

o Include Prior MP Summary: check to inciude the scoring summary from previous marking
periods. .

6. Click Run. The report will open. Teachers can then view, print, or save to their computer. Additionally,
the .pdf file is saved automatically to the report directory and can be accessed from the My Home

page.
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Sample Student Detail Report

Hillman High Schoal 6/24/2010

Student Detail Report
Adkins, lan J

Marking Period: T3
Period: 8

Course: AP World History
Teacher: Campbell, Dawn

These are your assignments from 1/4/2010 to 6/24/2010, and the scores you earned for each. If your records
differ, please see me privately as soon as possible.

93.00%

+00.00%

1.00 0.00 14.94) 15 15 0.00%

1.00 9.00 688, 10 10 90.00%

""" 1.00 15.00 17.13) 20 20 75.00%
1.00 26.00 28.44; 30 a0 86.67%

1.00 13.00 13.60] 15 13 86.67%

""" 0.92173 0 0
29.00 30.00 96.66% 1.00 0.96666 A 1 1
36.00 30.00 BA.66% 2.00 173333 B+ 0 0
4.00 3.62172 1 1

Siudent's overall average is: 362172 / 4.00 = 90.54% (Grade: A- )
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Running the Gradebook Missing Scores Report

On My Home page, select the report card run (marking period} for which to run reports.
Click Score link for the course. The Gradebook Scores page displays.
Click Missing Scores.

WP

On the Missing Scores Reports Options pop-up box, specify how to run the report.

« No Page Break: check to remove page breaks if desired.

Note: If teachers want to give each student in their course a printed report of missing scores, enter a
page break beiween each student.

 Group By: Select how information should be grouped on the report. The options are: Student (to
list all the assignments missed by a student grouped together) or Assignment {io list all the
students missing an assignment grouped together).

» Show Withdrawn Students: Displays the selection from the Gradebook Scores page. To
change this setting, click Cancel and change the selection on the Gradebook Scores page.

+ Selected Assignment Only: Check to print the missing scores for only the assignment selected
on the Gradebook Scores page. To print all assignments, do not check this checkbox.

5. Click Run, The report will open. Teachers can then view, print, or save to their computer. Additionally,
the .pdf file is saved automaticaliy to the report directory and can be accessed from the My Home

page,

Sample Missing Scores Report

Hillman High School MESSing ASSi‘gnme ﬂts 6/24/2010
Course: AP World History Marking Period: T3
Teacher: Campbell, Dawn Period: 6

Confucianism Worksheet

Assign Date: Points: 15.00
Due Date: 271172010 Weight: 1.00

Adkins, lan J
Dietz, Claudia Anni.
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Running the Assignment Averages Report

On My Home page, select the report card run (marking period) for which to run reports.
2. Click Score link for the course. The Gradebook Scores page displays.

To print the report for a specific category or mark, click the tab for the category or mark. Only
assignments included in the selected category or mark will be included on the Assignment Averages
report.

To run the report for one student, click on the row for the student.
Click Assignment Averages.

On the Assignment Average Report Options pop-up box, specify the information to include on the
report.

o Selected Student Only: Check to include the student's average as well as the class average. If
unchecking this checkbox, only the class average will be inciuded on the graph.

« Values Basis: Select whether to graph the points or percentage for each score.

« Chart Type: Select the type of graph to use to analyze assignment averages. Teachers can
sefect to display the graph as a bar chart, line graph, 3D bar chart, or 3D line graph.

« Class Average Color: Select the color in which to display the class averages,

o Student Score Color: Select the color in which to display the student's averages. Teachers can
only access this field if they checked the Selected Students Only checkbox.

o Start Date: Enter the Date Due for the first assignment to graph. The first day of the marking
period defaults.

« End Date: Enter the Date Due for the last assignment to graph. If a category tab was selected,
the All tab, or a report card mark tab, the last date of the marking period defaults. If an IPR tab
was selected, the IPR date defaults.

7. Click Run. The report will open. Teachers can then view, print, or save to their computer. Additionally,
the .pdf file is saved automatically to the report directory and can be accessed from the My Home

page.
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Sample Assignment Averages Report

Hillman High School Ass]gn ment Averages 8)24/2010

Course: 4 503WH-1 Marking Period: T3
Description; AP World History Teacher; Camphell, Dawn
Student: 84421 - |lan J Adkins Dates: 1402010 - 6/24/2010

|
4

crie |

c

1 2 3 4. 5 K 0 9 16
Aesignmerts

Lepend

I
213/2010=|Classwork loryiof-Chin
2/B/2010 |Homework E=say on Silk Road
24472090 [FHomework % : {Conficianism Worksheet S SR L T - )
211712010 [Homework South Asian Refiglons Review 80.00) 10.00| 9879
211812010 | Homework - EE | EnstASEMap” e .00 8536;
3132010 Test Middle East Geography Test BE.ET| 30.00, 94.81
3102010 JClasswork gt | Elements of Culturs iGrotip aetivity = 7 U BE:BT |- 15.00| ;- 9067

ailen i e |81
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Running the Score Threshold Report

On My Home page, select the report card run {marking period) for which to run the report.
Click Score link for the course. The Gradebook Scores page displays.

To print the report for a specific category or mark, click the tab for the category or mark.
To run the report for a selected assignment, click on the assignment score for any student.
Click Score Threshold.

On the Score Threshold Report Options pop-up box, specify the information to include on the
report.

R T

» Run For: Select whether to compare the threshold to the selected assignment or to the tab
average. ‘

o Score Threshold: Select the operator to use to compare the threshold. Then specify the
threshold value and indicate whether the threshold should be compared to the score or
percentage. If running for the tab average, percentage can only be selected.

« Start Date: |f running for the tab average, enter the Date Due of the first assignment to include,
The first date of the marking period defaults.

= End Date: If running for the tab average, enter the Date Due of the [ast assignment to include. If
the category tab was selected, the All tab, or a report card mark tap, the last date of the marking
pericd defaults. If the IPR tab was selected, the IPR date defaults.

setting, click Cancel and change the Show Withdrawn Students option selected on the
Gradebook Scores page.

7. Click Run. The report will open. Teachers can then view, print, or save o their computer. Additionally,
the .pdf file is saved automatically to the report directory and can be accessed from the My Home

page.

Sample Score Threshold Report

Hillman High School Score Th FEShO!d 5/24/2010
Course: World Studies Marking Period: T3
Teacher: Jaindl, Mark Period: 9
Assignment: Chapter 14 Review Questions Threshoid: < 80%

73208 Braun, Sarah 76.00
67023 Campo, PaL 7600
54805 Gill, Alex 74.00
54300 |Hamington, Suzanne T e e o T 7200
54230 Janachsi, Lynn 58.00
55251 LOQEI‘I,KEH o - L SRR i 66.00
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Entering Interim Progress Grades

Use the Enter Interim Progress page fo add grades, attendance, or comment information for the selected
(PR Run Date. Information entered on this page will print on the student's IPR card.

Interim Progress Report (IPR) Run Dates are pre-defined by the administration.

OETE

Spell Checlr | [ Load Fram Gradebook

[Save][ My Classes H Show Nots ] |

IPR Run Date:

4504WH-1 World Studies Date: 4/21/2010

1050 - Hiltman High Primary Jaindl, Marking
School Staff: Mark Petiods:

Building: T2,T3 Period: 1  Days: AB

s, sosh

Brown, Brandon John
Gill, Alex Calin [m

The Enter Interim Progress page displays the class list and columns for grades, comments, or attendance
information for the students, The list of students is sorted in alphabetical order. Students who are enrolled on
the selected IPR date display.

if scores have been entered for Gradebook assignments, teachers can load {PR marks from the Score
Assighments page. The marks that get loaded for a student are based on the average of the student’s
assignment scores.

Posting Grades to IPR

1. On the Score Assigniments page, enter all scores that should be included when caiculating the IPR
mark.

2. Run the Missing Scores report for the class to verify that there are no scores missing for students
that should be entered.

Note: The Exclude Missing Scores option on the Categories page controls whether all missing scores count
as zero when calculating the average. |f the school has defined alpha scores, alpha scores may be used for
an individual student instead. Administrators must tell the teachers the numeric equivalent of the alpha score
and whether marks are excluded from the calculation.
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3. If desired, run the Student Detail Report for the class. This report includes a signature line for
students/guardians to sign.

4. From the My Classes page, select the appropriate IPR Date from the right side.

My Classes
View:

Attendance Date:  |4/14/2010 %] RCRun: |3 %] IPR Date: |04/21/2010 ¥

5. Ciick the IPR link from My Classes page for the selected class. The Enter Interim Progress page will
display.

Note: Teachers can select or change an IPR Run Date from the Enter interim Progress page by selecting
Existing IPR Run Dates and choosing a date from the IPR Run Date drop-down box.

6. Click Load from Gradebook. Teachers must have entered scores for at least one assignment for this
button to appear.

The averages from the Score Assignments page will be posted to the student's IPR mark slot. The
student's percentage average will be transiated to a valid mark if using a Gradebook Scale. Teachers
can overide the categories to be included in the IPR average from the IPR Average tab on the
Assignments page.

i [ Mil Classes ] [_.,Sh.nw_.r\.lut_es J I‘Sper-»z g . Logd From Gradebook J

7. Enter incomplete marks, medical marks, or audits. Teachers may also override student marks as
necessary. However, it is recommended thal teachers avernide student marks on Score
Assignments page instead by changing the average on the tab for the IPR date. If the mark is
changed on the Enter interim Progress page, and Load from Gradebook is clicked again, the change
made there will not be retained, The mark will be updated to match the [PR average from the Score
Assighments page.

8 Inthe Comments columns, use the drop down selection box to highlight a comment and click OK.

Conduct needs improvement
Effort needs improvement
Unsatisfactory conduct
Unsatisfactory effort
leasure to have in d
pilipEthe: Good-war

Al work completed
co4 Showing improvement

9. The Absences column will display the attendance totals for the designated absence slot. The ability
to edit attendance total fields is based upon district policy. If the district opts to transfer class
information to interim progress reports, the attendance totals will reflect the total absences for the
marking period up to the IPR date selected.

10. To enter free text notes for a student, click Show Notes. Enter information in the Notes field.
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Jleor |3 jeir &) |

52 |Sarah contributes well to class activities.

11. When IPR Marks and Comments entry has been completed, click Save. Clicking Save “submits" the
marks to the eSchoolPlus Mark Reporting application.

12. A green checkmark will appear next to the {PR link in the My Classes page next to the selected class.

Entering an Individual IPR

The New Individual IPR option should be used sparingly. Since it is not possible to print an IPR from within
TAC, teachers will need to notify an administrator that a student has an IPR waiting to be printed for a date
other than the school's standard 1PR date.
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Entering Grades into Report Cards

The Enter Report Cards page is used to add grades, attendance, or comment information for a class.
Information entered on this page will print on the student's report card for the run/marking period.

The Report Card (RC) Run will default to the current marking period. The district may have specific policies
with regard to modifying previous marking periods after grades have been submitted.

Displayed on the Enter Report Cards page is a class list and columns for credit, grades, comments, or
attendance information for the students. The list of students is sorted in alphabetical order. Information for the
students enrolled during the current marking period displays.

If scores have been entered for Gradebook assignments, teachers can load Report Cards marks from the
Score Assignments page. The marks that get loaded for a student are either based on the average of the
student's assignment scores (for example, a Quarter mark) or based on an Average Setup defined by the
school (for example, a Semester or Final mark.) Teachers can also display a summary of current and prior
report card marks and absence information for the class by clicking Summary.

To generate Report Cards for one or more students in .pdf format, click Print Report Cards.

JEntarHaport Cards
My Clasaes | [ Load From Gredebook | [ Summary J{ Print Repont Larda

REC hun: (Bl

A503WH-1 AP World History Run: 3 (Marking Period T3)
Bultding: 1050 - Hilman Kigh Sehool  Primary Staft: Campbell, Davn  Marking Perods: T2, T2 perfod: 6§ Doys: A, D

(R U OO ' CO e @l @i & E
adhns, 180 1 oo | B Eowe T fr @ee0 . _@een [ =13 T m z w0
by, eaps Gy 1 E @ _mewniE_@ero [T @@l @l @® oo
Braga. Tosys & pzoor ] B Tmee B @owt [f___@oeD | & & m | E]] o °
eyt | B @ew 0 @ewD B @ew0 @ T T T L@ 1o

I il L {E—W— E:E Dwre: D 1\ i '?@ ovr: D iA— ----- -—‘!iiﬂ\ll’: D (7#“15 [ --------------- 1@ I_- @ } o E] & 0
Do Bt Bz B Twen o e B Mo B @eeo @ @@L 3 i

Posting Grades to Report Cards

1. On the Score Assignments page, enter all scores that should be included when calculating report
card marks.

2. Run the Missing Scores report for the class to verify that there are no scores missing for students
that should be entered,

Note: The Exclude Missing Scores option on the Categories page controls whether all missing scores count
as zero when calculating the average. If the school has defined alpha scores, alpha scores may be used for
an individual student instead. Administrators must tell the teachers the numeric equivalent of the alpha score
and whether marks are excluded from the calculation.

3. If desired, run the Student Detail Report for the class. This report includes a signature line for
students/guardians to sign.
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Click the RC link from My Classes page for the selected class. The Enter Report Cards page will
display.

At Semester, IF the semester exam is not set as a Caiegory, the semester exam grades should be
entered at this time. This, also, includes any exempt marks, such as, EX,

Click Load from Gradebook. Teaches must have entered scores for at least one assignment for this
button to appear.

If the school policy requires teachers to enter earned credit for students, a credit field will display.
Typically, this column will not display. Building administrators usually run an Assign Credit calcutation
that awards earned credit based on the marks issued students. In some schools, teachers need to
manually enter earned credit for courses, for example, alternative education programs.

Note: Confirm with administrators whether earned credit entered here is for the entire course, or if the credit
is specific to the mark entered in TAC.

B. Enter incomplete marks, medical marks, or audits. Teachers may also override student marks as
necessary.

9. Inthe Comments columns, use the drop down selection box to highlight a comment and click OK.

10. The Absences column will display the aftendance totals for the designated absence slot. A Teachers
ability to edit attendance total fields is based upon district policy.

11. When RC Marks and Comment entry has been completed, click Save. Clicking Save "submits" the
marks to the eSchoolPlus Mark Reporting application. The RC link will display with a green
checkmark when grades have been submitted,

Adjusting RC Averages

1. Review the marks that posted to RC for the student. Teachers can hold their mouse over the
student's mark slot fo view the "Raw Gradebook Valug" that was saved in the system when Load from
Gradebook is clicked.

2. To change the mark that was loaded, click in the box and type in the new mark, or use the table help
box. If changing the mark here, & checkmark is flagged in the Ovr box. If the Load from Gradebook
button is clicked again, this value will not change.

’.91——’@?0#: :
3. Click the Ovr link to enter a comment about why the mark was changed (optional.) A red exclamation

point displays to the right of the Cverride checkbox if a comment has been saved.
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Student Name: Acton, Lara E

Reason: D@ Administrative Override

Student made

Notes: .
exceptional effort

[Save] | Cancel_;] i Spell Check ]

4. Remember to click Save again if needing to resubmit grade changes to the office prior to the close of

the marking period.

05/07/2013
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Viewing the Teacher Access Report Card Summary

1. Click Summary to display the Teacher Access Report Card Summary for the class.

: nma
[Print] [ Report Card Entry ] r Show Numeric Scoras ]

Run: 2 (Marking Period T2)

Building Primary Staff Marking Periods Period Days
1050 - Hillman High School Campbell, Dawn T2, T3 6 A, B

54020 Acton, LaraE 4503wk 10 A A a-lA A a2 o] 2 0
B4421 Adkins, Tan 1 _ 4503WH-1 10 |D- C+ bla B+ a]1s o 18 0
78012 Babayan, Palge Charlotte  4503wH-1 10 |[C 8- cJa A Al 3 o] | 3 0
57729 Bragg, Tanya gs03wH-1 10 |B- B B-fJAa A Al o o] 0 0
54211 Brayton, Misty 4503wH-1. 10 |c- D+ & | o ol 0 0
54282 Chel, Hilary T 4503wWH-1 10 |A- B+ A-jp+ 8 B+] 1 0] 1 0
54701 Cumberland, Sam K 4503wR-1 10 e o+ cja A Al 4 o] 4 0
84875 Dean, Rachel Elizabeth  4503wH-1 10 Jo ¢ cla A al 4 o 4 0

2. To display the Raw Gradebook Values that were stored when Load from Gradebook was originally
clicked, click Show Numeric Scores,

Note: If teachers changed student marks, the override flag does not display here, and the original Raw
Gradebook Vaiue still displays here. When trying to verify the calculation of a semester or final mark that is
based on Report Cards marks, and one of the student's marks was overridden, the system administrator must
tell the teacher the numeric equivalent for the mark entered. For example, if a student’s first marking period
grade was overrode to be a value of B, but the original Raw Gradebook Value from the Score Assignments
page was 79.125, the system might use a numeric value of 83 for the B when calculating the Final mark.

BrAcoess Report Can iar
Report Card Entry | [ Hide Numeric Scares

[ Prini |

Run: 2 {Marking Perind T2)
Bulding Primary Staff Marking Periods Period Days
1050 - Hiiman High School Camphell, Dawn T2, T3 6 A B

54020 Acton, Lara E 10 |A-f90.02) A-(9LOD) A- (90.11)|A€97.24) A (96.08) A{g711}| 2 © 2 ¢
84421 Adkins, 1an 1 4503WH-1 10 |D-(6L.04) C+{72.00} D (62.63) |A- (90.54) B+ (BB.OU} A- {90.27)| 18 O 18 i
78912 Babayan, Faige Chariotte  4503WH-1 10 [ C{73.94) B- (80.00) C{74.54} | A{98.91) A (97.00) A(9B71)] 31 O 3 o
57729 Bragg, Tonya 4503WH-1 10 | 8- (B0.B4) B {B5.00) B- (B1.25}|A {97.14) A (95.00) A{9692)| 0 O 0 0
59211 grayton, Misty 4503WH-1 10 | ¢ (63.30) D+ (63,57} 0 o 0 0
54282 Chol, Hilary T 4509WH-1 10 [A- (03.17) B+(85.00) A- (32.75) |B+(87.07) B (83.00) B+({B7.65)] 1 0 1 0
54708 Cumberland, Sam K 4503wH-1 10 | C(73.11) C+(79.00) € (73.69) | A (97.03) A(94.00) A(3671)| 4 O 4 0
84975 Dean, Rachel Elizapeth  4503wH-1 10 |¢-{71.53) C€(75.00) €-(71.87)| A (97.08) A(98.00) A[9717}] 4 @ 4 0

3. To print the report, click Print.
4. To return to the Report Card Entry page, click Report Card Entry.
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Entering Course Recommendations

Use the Enter Course Recommendations page to select courses that would be recommended for the
student to take next year based on the student's progress in a course. Guidance counselors can review
course recommendations when scheduling for the upcoming year. Guidance staff can also create course
requests for selected recommendations. Teachers can use the Priority field to prioritize recommendations for

consideration.

The number of recommendations that can be made per student is determined by the building administrator.
The designated limit appears at the fop of the page. Additionally, teachers may be limited to entering
recommendations for courses that are offered by the same department they are teaching.

1, To access the Enter Course Recommendations page, click the Rec link for a course on the My Home
page. Teachers can only enter recommendations for classes for which they enter grades.

2. The Enter Course Recommendations page lists the students in a teacher's course and includes fields
to enter course recommendation information. The list of students is sorted in alphabetical order by
student name and includes students who have dropped the course.

Note: Teachers are entering course recommendations for courses for the student's next bullding. The
courses available for a student may be different if the student will attend a different building next year.

3. To save changes, click Save.

E My Classas

4503WH-1L AP World History
Buikling: 1050 - Hilman High Schogl  Primary Staff: Campbell, Dawn  Marking Periods: T2, 73 Period: §  Days: A B
Maximin Recommendations per Student: 2
;4705551 E] e ' ];___.[j
|43EIIGV (@] Goverament 2 __J O
s o 'l:@ T 1a
 dkins, Tan 1 i [aamev Ceoveriment -t~ | O
E:::. [ 1o
abavar 'h;ai "arl':_xtte':l.' i i —'__‘@ SRR B ‘ T o
gootasa oo e O
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E-Mailing Students and Guardians

Use the Teacher E-Mail page to send an email to all students and/or guardians of students that a teacher
teaches. Teachers can email an individual, a set of individuals, an entire class, or all classes. They can alsa
attach files to the email.

The district may have set up Teacher Access Center to send the email from a generic account. If the email is
sent from a generic email address, the district may have selected to have a statement automatically added to
email text to indicate that parents and students should not reply to the email.
Sending E-Mail
1. Select Email Students/Guardians from the menu.
2. Select whether to send the email to students, guardians, or both students and guardians in the Send
To field. This field determines who can be selected to email for a class. For example, if sending an
email to students, the list of individuats for a class will include only students.
3. Select the individual{s) to email.
e To email all individuals for all classes, click All button in the header row.

e To email all individuals for specific classes, click the checkbox for the course to enter a check.

s To email selected individuals, expand the folder for the course to display a list of the individuals
for the course. Click the checkbox for the individuals to email.

Note: Teachers cannot select a student or guardian who does not have an email address stored in
eSchoolPLUS.

My Classes |

Send To; l Students and Guardians \fj

Teacher: teacherl - John Doe (john.doe@usa.ld2.us}

T 1m0 LMUTIWL R

™ 15108 -1 Chemistry - 52 1 M4, M5, M M,7T,W,RF

4. Enter the subject for the email in the Subject field.

5. To send the email with a priority of Low or High, select a different priority from the priority field. Some
email systems display an indicator to let recipients know that an email has a high or low priority.

6. Inthe Format field, select Text to send email in plain text or HTML to send email in HTML format.

Note: HTML format is not supported by all email clients. Formatting in an HTML email may not be displayed
for all recipients of the email,
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7. Enter the text for the email in the field below the Subject field. If HTML format is selected, teachers
can click the HTML tab in the bottom left corner of the editor to display and edit HTML code.

Subjeck* lHnmE‘.\'nrk Assignment

8. To add an attachment, click Attach a File link at the bottom left of the page. Then, click Browse
hutton to find the file on the computer. Once the file is selected, click Attach link to attach the file to
the email.

8. Click Send button to send the email to the selected individuals.
Note: Teachers may not be able to use this page if they do not have an email address stored in the staff
record, Depending on how the district has set up TAC, the teacher emali feature may require that an email
address be stored in the staff record.

10. A copy of the email is sent to the teacher’s email address and also to My Reports.
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Classroom Issues, Class Issue Mass Entry, and Conduct Referrals

Teacher Access Center (TAC) alfows teachers to enter behavioral issues that occur inside and outside the
classroom as either classroom issues or conduct refemals, Classroom issues are usually more routine issues,
such as missing homework or talking in class, whereas conduct referrals are issues that require the attention
of disciplinarians, counselors, and others concernad with student behavior, [n either case, teachers can refer
these issues to eSchoolPLUS for review and further action.

Classroom Issues and Conduct Referrals are accessed from the left side menu of the My Home page.

eSchoolPrus+ Teacher Access Center

‘ChrreptiiaatherPage

© view Student List
& Tske Attendance
& Morning Billatic I
& Define Assessments k
& Score-Assessments
& Enter Interim Progress
© Enter Report Cards
& Enter Competendes
L Enter Intarventions
& view Student Test Scores

© Emal Stydenté/Guasgipns | 1 511-1 Frenchi us TR Mgz Miee ot - - Def See - RC
& ConductReferval : S— e
£ Classroom Issues : :

4 (ass Tssue Mass Entry

My Classes

IPRDate: |

[
el
(n]
(]
{=3

:

v

© Teacher Preferences 1} 3 522-1 Gesman2 16 MTOWeRe oy vo 3,4 pest - - pef Sere - AC Comp -
& Cognos Reporting S ¢ M2, M3, List Seare AC Comp
& Select Theme L 'E'C: o
# Set Enviranment . De . EC_ : omg -
M T, W, R,
i s 523-1 German3 us o M1, M2, M3, M9 List . - Def Smre - RC Como
- -Como

Processing Conduct-Related Issues in TAC

o Classroom Issues apply to more routine issues fied to a course, homeroom, or activity, from missing
homework and class participation to student behavioral concerns, such as talking or sleeping in class.
Since these can usually be handled within the classrcom environment, teachers can use TAC to enter
and track issues for specific students, including any corrective actions they took. Teachers also have
the option to refer more serious classroom issues to students’ assigned disciplinarians, who can then
administer them as conduct referrals in eSchoolPLUS.

e Conduct Referrals relate to issues that require the attention of disciplinarians, whether they oceur in
or outside the classroom. Using TAC's Conduct Referrals option, a teacher can record an issug,
identify the students, detail their involvement, and refer the issue to a disciplinarian in eSchoolPLUS.
After creating a referral, a teacher can no longer change the issue, unless the disciplinarian returns it.
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Classroom Issues

Use the Classroom lssues page to track issues that occur in the classroom.
1. Enter actions taken to address the issue by going to Classroom Issues on the My Home page.

2. If none of the measures taken have comected the issue, and the teacher decides to refer the student
to a school disciplinarian, click Refer Student.

3. Within eSchoolPLUS, the disciplinarian reviews the selected issues and may then either return a
comment to the teacher with suggestions, escalate the issue information to create a Discipline
incident in eSchoolPLUS, or mark the issue as Resolved the issue was addressed without a
Discipline incident.

4. Enter actions taken to address the issue by going to Classroom Issues on the My Home page.

Classroom Issue
Teacher: Cardona, harsha (D702 156IC)
Dake:™ 212009
View:*  French 1{511- }Per 1ML, M2, M3, M3
Student™ tdoere, Ryzn David i ID: 20020 Birth Date: 12/20/1992 Ape: 17 Phonre: Home: {610)791-8325 CounselorHerds, Brian Diseiplinartan: Christopher, Roberl]
Type: " 10 Badge Bt
Locatizn: | Classroon .V‘,E

E:;‘:h:id: [l 7eather considers thls issue to be resotved

ERvnn Is not weartnp his ID badge.

Status:  Assigned

ltotess*

Teacher Action(s)

Request stay afier dass &) 3 .{z: 15FM E

(T =) e (B o (B
7 e Student canference. ‘

CMotess e

Related Issues

Choose from Exisling

o Related [sguss found

by Clagsus ] @ I Rufer Stiudent |

Field Descriptions: (*Asterisk notes a required field)

Classroom issue Section

Teacher: Name and |D number for the staff member logged in to TAC.
Date*: Enter the date of the issue. Defaults to today's date.

View*";: From the drop-down, select the course, homerocom or activity in which the classroom issue occurred.
Be sure to select an actual course or roem, and not a group heading such as -~-COURSES—.

Student*: Select the student. When a student is selected, the student's birthdate, age, home phone number,
counselor, and disciplinarian display.

Type*: Select a type for the issue.
Location; Select a location where the issue occurred.
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Issue is Resolved: Check this box iff'when the issue is resolved. The status of the issue will be set to
Completed if the box is checked. If the teacher referred the issue, and the administrator/disciplinarian
escalated the issue to an eSchoolPLUS Discipline Incident (Incident Created), the box will be checked.

Notes*: Enter text describing the issue. To spell check the text entered, click Spell Check. Use the
UitimateSpell options to make changes as needed. When the spell check is completed, click OK.

Status: Indicates the overall status of the issue. When adding a new issue, the status will not display.
Possible codes:

« Recorded: The issue has been saved (without any actions.)

o Assigned: At least one action has been assigned to this issue.

« Referred: The teacher referred the issue to a disciplinarian (administrator),

o Returned: The disciplinarian returned the referral and may have offered a suggestion to help address
the issue.

» Completed (by Teacher): The teacher selected to indicate that the issue was resolved, so no further
action is needed.

« No Infraction {Closed by Administrator): The administrator designated the issue is closed and no
infraction was found.\

« Incident Created: The disciplinarian created an eSchoolPLUS Discipline Incident for the issue that
was referred.

Teacher Action(s) Section

Date: The date the corrective action was entered.

Corrective Action: Select the action to assign to the student.

Action Date(s) From/To: The date that the action will start/end for the student.

Time From / To: (Optional) The time that the action starts / ends. Enter time in 24 hour format.
Completed?: Check this box if the student completed the assigned action.

Parent(s) Contacted?: Check this box if the teacher contacted the parents to inform them about this action.

Notes: Free text notes to record for this action. The administrators will be able to see these notes if the
teacher refers the student. To spell check the text entered, click Spell Check. Use the UltimateSpell options to
make changes as needed. When the spell check is completed, click OK.
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Classroom Issues Procedures:

Use the Classroom Issues page to track issues that oceur in the classroom.

1. Enter actions taken to address the issue by going to Classroom Issues on the My Home page.

{5 MTEASSEH i
oyl ] (ave) (i) (_persiint )

Classroom Issue

Teacher: Cardona, Marshe (TIHTO215MC)

Date:* Gf2j2009

View:*  Franch 1511 1) Par 1M1, M2, M3, 143
Studentz* Moare, Ryan David

10; 20020 Aieth Date: 12/30/1992 Age: 17 Phanes Home: (516)791-8325 Counselor Herda, Brizn Disciplinarian: Chnslopher, Rebart

Type ™ ﬁDBaduE
tocation: |Classroom wil
TIrsueis

Resalved: [ Tencher consiiees this issue to be resclved

Ryan |s not wearing his 1D badge.

Status:  Assgned

Hotes: *

Teacher Action(s)

“fosiazganes * [Rzguest stay afier doss " Toooaon | . [Easen ) [EE0EM s
o v ' : [8tudent confarence. | L
e 1 Spek Chec

Related lssues

Chanse from Exsting

Mo Redated tssues found

2. Today's date defauits in the Date field. If different, enter date.

3. Select Course, homeroom, or activity in which the classroom issue occurred. Be sure to select an
actual course or room, and not a group heading such as ~COURSES--,

4. 1n the Student drop-down box, select the student.

5. Select the Type for the issue. This Types are defined by the district.

6. (Optional} Select the Location from the drop-down box to indicate where the issue occurred.

7 Issue is Resolved checkbox is checked if the teachers considers the issue to be resolved.

8. Inthe Notes area, enter text describing the issue. Spell Check is available,

9. In the Teacher Action(s) area of the Classroom issues screen, enter the date the corrective action
was entered.

10. In the Action Date(s) From and To fields, enter the date that the action starts and ends.

11. (Opticnal) Enter the time that the actions starts and ends in the Time From/To field. Enter in 24 hour
format.

12. Completed? is checked when the student completes the assigned action.
13. Check the Parent(s) Contacted? checkbox if parents were contacted about this action.

14. Document anything to record for this action in the Notes field. Administrators will be able to see these
notes if the teacher refers the student to the disciplinarian. Speli Check is available.
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Related Issues

At the bottom of the Classroom |ssues page, there is a section called Related Issues where a teacher can
attach issues that are similar to the current issue for a student.

Cirteses ) () (i) (_otrsmsion )

Glassroom Issue

TFeachar; Cardana, Marsha {IIETO215MC)

Date:?! 9/2/2009

View; *  Franth | (515 - 1) Per 111, M2, 143, M4

Studentz* Moore, Ryan David I0: 20020 Birth Date: 12/30/1332 Age: 17 Phone: Home: (610)795-8325 Counselarberds, Brzn Discplinanian: Chostopher, Roberl)

Type*  |IDBadge ™
Location: |Claasrcom P

}ts:;l:sed: [J7eacher considers this issue to be resofved

Hotes: © !Rl,ran Is not wearing his 10 badga.
i

5ped Chedk

Stobuss  Assignad

Teacher Actlon(s)

;IRequut:ltavaftzr dass [

fonumos {2 .:‘I.Ds:,‘a%fz.l_}p?: @

: Student cenference. z

: Nul:s'

Related issues

o Refated 1zsues found

Iy Claszes @ Refer Stdent I

Once the Choose from Existing button is clicked, a list of possible related issues appears. Later, if needing
to refer the student to the disciplinarian, teachers can refer the student once for multiple issues that have
occurred over & period of time.

Relaied Issues

Include the chedted issues as further referral information, Information will become available to student's Disdplinarian.

| '09/04/2009 1D “09/04/2008 PhoneCall - .- See related incident

O 05/02/2009 1D Ryan Is not wearing 09/02/200%  Raqueststay Student conference.
Badge  his ID badge. after dass
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Class Issue Mass Entry

The Class Issue Mass Entry option allows teachers to enter the same issue on the same date for selected
students in the class. Teachers enter information the same as they do Classroom [ssues but in Class Issue
Mass Entry, teachers can select multiple students involved in the classroom issue by checking the checkbox
out to the left of the student's name.

(i Gsses | (sove) fust)

Classroom Issue Mass Entry

Teacher: Cardona, Marsha IDT0215MC)
Date:* 9/3/2009 i)
View:”  |German 3 (523 - PerS MIMZMAMA i

Type: pissed Hemaseork

Location: | Classroom V]

Issue is

Resolved: [I7eacher considers this issue to be resolved

These students did not turn |n their homework. ff.‘

liotes: ©

Status:

Teacher Action(s)

Creswal, James 21160 06/18/1995 14

Herda, Brian  Christopher, Robert
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Conduct Referral

Use the Teacher Conduct Referral page to complete the referral process for a classroom issue. When
teachers click Refer Student on the Classroom Issues page, the issue information displays on the Teacher
Conduct Referrai page. Teachers can review information and if all information is correct, click Send to refer
the issue to the student's disciplinarian. If any of the information is incorrect, click Cancel and make changes
on the Classroom ssues page.

Teacher Conduct Refertal

PC~Phone'cal "~ . . R LN :
5C - StudentCunfEr.nce Yes Nio

Issye Holtes: -

Classroom Issues List Page

Use the Classroom Issues List page to view a list of the issues that occur in the classroom and to select an
issue to enter additional information. To view the detall or follow up on an issug, click the Issue link.

1. Select Classroom Issues from the menu and click List.
2. Toadd a new issue, click New Issue.

Teacher Hestrgs, Haoki {1 105)
Classroom lssue List
G0/ 002 dirge, ana Y 20031135 Napyeanng 1D badge a2 CHs E;r;h:h {815 Comdeled
mmfm L mheaa R D 2008UES - Holsdanng 1D badge bae Eus _;i@)ﬁmmw ‘ Comlated
o3 :,fw&‘-“ . i o .anblgsﬂ Er-,r- _:_-5._) .Z;SEL’IIWE Derel i‘.ez.lli la'-:"or: :!a:sm‘.w e o EE’ . CI!& o .f.gg;‘ﬂh‘!{a‘.‘—- ..ﬂ.ef- el .
S Qi '; Vi gt Emir&a.ﬁ& ;ZZQF]E]UJ_:’:_;-‘Ei'.pr?li:i"tnhdi'stiawp'lelti.ta_nk__lpp”‘ : RN 0, e .'__%Eg%mafam- ‘Referred
‘c-v!!%?fZ‘JC-@ fleragn .a|e-§.-|ﬂ = . . 40:013 nn.aien-x:.nal.ﬁ;.ts.... o . . 13 .CIIIJE E;):E.h?{ix—:—l- i-ef;rm:
23062909 Dhedge AR A Y i ) :EMEIH""S; Mulw:amumbaouedss:mueremﬂad for: 4}l| -!IZ, - T o .EE;!::HB(EIH- Refarred
B Sl TR L e " iAfY fob. hime ncdent o - Cs) : .
fra gkl "fJEQE'-D red eed phsne aistn dask 03 (3¢ En;hsbl'(n 4= Conpizted
811572029 Cheslrig, . ‘ parisad atse Wil 236257 ‘Thealing on test nith T8 sheat, L me aer _?‘Eshsﬁxg- Completed
§4/1773568  Lhastes . f-ﬁag ;-;awﬁ‘-_ 13 ::‘_\.B é&éﬂl‘? .Crlzreart;r-lgrm‘tutr . l:;:.aﬁrl:rﬁc';rl.: n.!;-;r wdar tmst. 13 {m? E?zi;s‘n?(éiz:v Aeferred
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Conduct Referrals

Use the Conduct Referral page to enter student conduct that should be referred to a disciplinarian for review.
The disciplinarian can escalate the referral to create a discipline incident or indicate that the issue was
resalved.

1. To access the Conduct Referral page, select Conduct Referrals from the menu.

2. Enter the Event information such as the building, date, time, type, and location of the issue.

3. When a student is entered in the Students section, general information about the student is
dispiayed. Multiple students can be included; a referral will be created for each student.

4. For each student, enter text in the Notes area to describe the conduct that is being referred to the
disciplinarian. When the referral is saved, the referral will then be available for the disciplinarian to
review in eSchoolPlus. Teachers cannot edit a referral once it has been saved.

To view a list of the referrals entered, click List,

Coetug ore Hrix i Mome

Teacher Access Center

onductiReionm:

Event Information
Teachar: Hasinge, Harold (10710}
Hullding: 2 {w:

Daoter

Time:

Type:
Location: Outcge [

{Zesa075t

fotes:
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Conduct Referral List Page

Use the Referral List page to review the list of referrals sent to the disciplinarians. Teachers can use the
Options settings to select the referral information to show on the list.

1. To access the Referral List page, select Conduct Referrals from the menu and then click List.

2. Toadd a conduct referral, click New. To display the options to select the referrais to display, click
Show Options. To hide the options to select the referrals fo display, click Hide Options.

Teacher Access Center kg 2oge [

[CJoabug bLe 5

Sty Optiods

Teacher Hastings, Herold {1D : 1643

Referral List

Ha o Y

Ry
Afezam, Alana - Re

. ] ¥
Dbedge - pbnina ¥ v " bt ey 1D badge dass ssis recorded for 4/2-472; 213 for same nodent

051512005 Emoloy Ablans Anthiay ) ab 26G30N731  Anthony vas sutsde m parking lot J smakng tring Gih peried, Anmam, Alana

U4/17/2008  Takung i Ciass Do, Berehid A G - 20081016 "Drek kapt talimg midass ioday 0 0 Ll dnoam, Alsns

0173809 Thaping [alipied. Hatin { b 2 27020757 Chezting on test - tast answars on nh papar under 164t Anzm, Alans

031772069 Oress Cod Vigiakion. . Gvierieum’ Darek iV 720081018 - Short akertand muihelt tanktop " L L e aniram, Ao
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Selecting Options

On the Referral List page, teachers can specify options to select the referral information to display.

[ My Classes ][Ew Issue ][ MassEntry |[ Hide Options |

Teacher: Cardona, Marsha (ID : TO215MC )

Options
[[]save As Defaults
. Show ‘
withdrawn | Mone ;v
Students:
Filter on
View: I All Courses
Date(s): [~ Al i¥From: | B B
Issue .
Stitus All ttone [¥] Recorded [¥] Assigned [¥] Completed [¥] Referred ] Returned {+] Escalated [+2] ta Infraction
Filter on
abudents: |- All Students

Classroom Issue List

“019/14/2009. *Cell Phions  Das, Sonali

- 'Rg_gur'de_d'

To select options for the referral list:

On the My Home page, select the Conduct Referral option from the menu.
On the Conduct Referral page, dlick List.
On the Referral List page, click Show Options and then select the information to display.

Show Withdrawn Students: select how withdrawn students are listed. The options are:

>
>

)

None - to not display withdrawn students

Alphabetically - to display withdrawn students sorted in alphabetical order within the list of
active students

Grouped - to display withdrawn students grouped at the bottom of the list of students in the
class

o Date{s): select the date option for the referrals to view. The options are:

Y ¥V ¥ Y

v Y

05/07/2013

--All-- - Displays all referrals entered.

Today - Displays the referrals entered today.

This Week - Displays the referrals entered this week.

This Month - Displays the referrals entered this month.

Past 30 Days - Displays the referrals entered today and the past 30 days.

Date Range - Displays referrals for the date range that is specified in the From and To fields.
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« issue Status: check the box for the statuses to display. To check all the boxes, click the Ali link.
The options are:

¥ Referred- Displays referrals that have a status of Referred. This status indicates that the
issue has been referred to disciplinartan(s), but the disciplinarian(s) has not returned the
tssue to the teacher, markead the issue resolved, or escalated the issue to create a discipline
incident.

> Recorded - The issue has been recorded.
» Assigned - An action has been assigned for the issue.

> Referred — The teacher referred the issue to the student's disciplinarian, counselar, or
success plan cocrdinator,

» Returned - The disciplinarian, counselor, or success plan coordinator returned the referral
with either a suggestion for resolving the issue or a request for more information.

¥ Completed — The teacher resolved the issue, and no further action is needed.

¥ No Infraction - The issue was closed by the disciplinarian without the need for a discipline
incident.

+ Filter on Discipline Corrective Action: Corrective Actions are not currently implemented for
referrals.

4, To save the settings and display the referrals for the selected options, click Save as Defaulis.
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Modifying Teacher Preferences

Teacher preferences allow teachers to define settings for the Score Assignments page. If teaching courses in
more than one building, teachers can define the preferences to use for courses for each buiiding. To change
the preferences for a building, click the Edit link.

. sunGard High Sdhoal 2.+

To Customize Teacher Preferences

1. Select the Teacher Preferences menu option from the left side menu.
2. Click Edit and modify preferences as follows:

« Override Averages: If the building is configured to allow teachers to override the averages on
the Score Assignments page, they can choose to turn off that feature, This will only affect the
mark types that are calculated based on Gradehook scores. This does not affect the averages
calculated based on an Average Setup. Category averages cannot be overridden if "Calculate
Average Using Total Paints” is selected on the Category tab.

« Display All Tab: If the building is configured to dispiay the All tab to dispiay the average of all
assignments, teachers may choose to not have the All tab display. if this option is turned ofi,
teachers will only see tabs for the categories selected for the course.

« Default Selected Tab: Teachers can select their own default tab to display when opening the
Score Assignments page. The assignments and averages for the default tab wili dispiay.
Teachers may change the tab they are viewing at any time by selecting a different tab.

3. Click Save.

76 of 77
05/07/2013



eSchoolPlus 2.4 TAC Teacher

Cognos Reporting

An option to access Cegnos (link [abeled Published Reports) may appear on the left side menu for teachers
to run Cognos reparts designed for teacher. This is dependent on the following items:

¥ TAC district configuration set to allow teachers Cognos Access.

¥ Staff Building Information must have the Staff flag checked as Teacher.

> Staff District Information on teachers must contain a Login ID as set in Active Directory.
If Cognos is made available in TAC, teachers will have limited access fo Cognos Public Folder items. Items
in the Teacher Access Center folder will contain filters to limit access of data to students in the teacher's class
or homeroom. Districts will also have a TAC District Shared folder to share district built reports with the

district's teachers. Teachers will have access to run reports only. Teachers who need the ability to create
reports should be added as an eSchool user and be given rights fo Cognos Reporting within eSchool.

Changing Theme Colors

1. Click Seiect Theme from the left side menu.

2. In the Theme Selection window, select a color theme from the Selected Theme selection box.

Selected Theme:| Default v

3. Ciick Save.
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